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Another leading company meets the big 
Profit Challenge of 1958 by increasing executive 
output with Edison Voicewriter dictation. 


Discovered: new manhours... 


Hammond Map Company executives find more planning and 


selling time with Edison Voicewriter 


“Our organization moves at such a fast 
pace that we just can't afford to have 
executives tied up with paper work,” 
reports Caleb D. Hammond, President 
of C.S. Hammond & Co., Maplewood, 
N. J. “That’s why we equipped 100°; 
of our key personnel with the Edison 
Voicewriter. Now they dictate the min- 
ute they're ready .. . in the office or on 
the road. Voicewriter has saved hours 
for planning and selling . . . while re- 
ducing paper work costs and increasing 
the efficiency of our stenographic force.” 


A Voicewriter tryout is easy! 
There's no need to start off with a large 
system. With the Edison Voicewriter 
VPC-1, doubling as a dictating instru- 
ment and secretarial transcriber, any 
executive can quickly clean up corre- 


Edison Voicewriter ¢ a product of Thomas A. Edison Industries 


Thomas A. Edison Industries, West Orange, N. J. 


spondence at his desk, at home, or on 
the road ... have time for other im- 
portant tasks, for only $17.81 a month. 


Secretaries like the Voicewriter, 
too! Your voice comes through ac- 
curately, without interruptions, on the 
Voicewriter Diamond Disc. With the 
ability to get correspondence out of the 
way faster, with less effort, your secre- 
tary will have more time for the interest- 
ing responsibilities of a real “Girl 
Friday.” 

You can rely on Edison! There's 
a Voicewriter system to meet the corre- 
spondence requirements of any office, 
large or small. And every Voicewriter 
user enjoys the benefits of Edison's 
more than 70 years’ experience in the 
office correspondence field. 


Use Readers' Inquiry Coupon on Page 86 


In Canada: 32 Front Street W., Toronto, Ontario 


Let us prove that 
you will profit with Voicewriter! 


Now’s the time to find out just what 
Edison Voicewriter . . . real dictating 
equipment ...can do for you. See how 
much more it offers over the so-called 
economy makes! For a free demon- 
stration—or literature—write Dept. 
OM-US at the address below. 
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How to increase your out-of-town sales... 


Ask for 


the order 


by Long Distance 


Out-of-town business is harder to come by 
these days. 


You have to work at it. 


You have to call on customers and 
prospects more often. 


You have to reach them fast. 
You have to ask for the order. 


You can do it all—quickly and cheaply— 
with the Long Distance phone at your elbow. 


Try it and see for yourself. 


YOU SAVE MONEY 
WHEN YOU CALL STATION-TO-STATION 
instead of Person-to-Person 


4 
I 
| 
| 
| 
1 
i 

Day Rates (first 3 minutes) Each Added : 

For example: Person-to- Station-to- Minute (applies | 

Person Station to all calls) i 

Philadelphia to | 
Washington, D.C. 85¢ 60¢ 15¢ ! 
1 

1 

| 

| 

! 

| 

| 

! 

! 

| 

! 

| 


Little Rock to Nashville $145 $105 30¢ 
New York to 

Columbus, Ohio $175 $125 35¢ 
Denver to Chicago $210 $150 40¢ 
Los Angeles to Boston $350 $250 65¢ 


Add 10% Federal Excise Tax 
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An executive desk with a beautiful oil kt 
walnut finish. Five box drawers and 


ce one file drawer. White plastic front BRA 
oe and sides. Top size 36” x 72”. Side : 
~~ unit 18” x 48”. Designed by Edward ' 
Heist, NSID. ! 

- is From our extensive collection of ex- : 
¢* on 0Cti‘S#C@OUHIVE Od General. Office furniture, I 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 
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Profile of the Office Management reader— 
his role, responsibilities, opinions 

Newton simplifies record binding task—and reduces 
costs 70 per cent as well . er 

NOMA concludes 39th International Conference in 
Chicago (Conclusion ) oe 

Here’s your checklist for better business letters 
by Norman F. Kallaus 

Integrated paperwork control speeds replacement of 
airplane parts 
by A. G. Mackey 

Automation in the office 

Why small companies may need automation even 
more than larger concerns (Conclusion) —..... 
by Robert M. Smith 

How Ansul Chemical uses systematic plant tours to 
indoctrinate clerical workers 
by D. C. Johnson 

Tools of the office series Sores 
This month: Adding and calculating machines; 
bookkeeping and accounting machines, systems, 
and equipment 
by Frederick Vogel 

Mechanization helps coordinate voucher payments 
with general ledger posting 
by Marlin R. Williams 

Building going up! (Editorial) . 
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ONE of the most striking facts 
developed in our recent survey 
of a major sample of our readers 
is the vast range of businesses 
they represent. Practically every 
type of office, for every type of 
company, is represented, from 
the headquarters of major na- 
tional manufacturing concerns 
to the headquarters of local re- 
tail concerns. We think the pro- 
file of the Office Management 
reader will prove interesting 


and informative. Story, page 27. 
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Cuba. Other countries $9 a year. Single copies 45c; Yearbook Issue $1. Copyright 
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| Smith-Corona, Marchant 
merger is approved 
Stockholders and the boards of di- 
‘ E * | rectors of Smith-Corona, Inc., and 
Marchant Calculators, Inc., approved 
merger of the two companies, effective 
June 30. The new consolidated com- 
pany is now known as Smith-Corona 
Marchant, Inc. 
— Marchant will be operated as a divi- 
_ — sion of the new company. Edward H. 
we ~ Litchfield, chairman, and Elwyn L, 
' | Smith, president, Smith-Corona, Inc, 
will serve the consolidated company in 
_ identical positions. Walter Kasselbohm 
will continue as general manager and 
chicf executive officer of Marchant, as- 
suming the title of executive vice presi- 
dent of the division and vice president 
of Smith-Corona Marchant. 
Consolidation of the two companies, 
with combined sales in excess of 85 
| million, allows for production of a 
| diversified line of office machines un- 
_der a single company banner. This 


_ line includes office and portable type- 
AUTOMATION IN THE OFFICE | writers, calculators, adding machines, 
As far back as August 1952 when Automation was a word heard cash _ Segeters, typowsncr supplies, 
only in closed conferences, OFFICE MANAGEMENT released | teleprinters, and other equipment in 
what is believed to be the first significant discussion of Auto- | the printing communications field. 
mation in the office field, “Electronics in the Office’, featuring Terms of the merger provide for 
the opinions of David Sarnoff, Chairman of the Board at R.C.A. shareholders of Marchant to receive 
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Office automation: the changing pic- 
ture 

by Robert M. Smith 
Operations research: science enters 
the business picture 

by Clifford J. Craft 
APRIL, 1957 
Practical pitfalls to guard against in 
electronic data processing 

by Ben Conway 
AUGUST, 1957 


How operations research techniques 


How to prepare an office for a com- 
puter installation 
FEBRUARY, 1958 
Basic steps in programming a com- 
puter for a single operation 
by Ben Conway 
YEARBOOK ISSUE, MARCH 15, 1958 
Spread of office automation slowed 
by cautious business mood in 1957 
by Robert M. Smith 
JUNE, 1958 
Why small companies may need au- 
tomation even more than larger con- 
cerns 


se and John S. Coleman, President, Burroughs Adding Machine | 1% Smith-Corona shares in exchange J, 
i Company. | for each Marchant share. oa 
See Since the appearance of this article in the August issue of 1952, 
ae 3 OFFICE MANAGEMENT has published articles on Automation Computer obsolescence un- 
2 on a regular basis to keep the office field abreast of everything iL 1 , 
, new On this modern technique. Here are some typical ones: Retry, executive states - 
YEARBOOK ISSUE, MARCH 15, 1957 JANUARY, 1958 St es Pee: ee 


data processing computers becoming 


obsolete within the next ten years is, 
according to James R. Bradburn, a vice 
president of Burroughs Corp., “nearly 


| negligible.” 


Figures show that many prospective 
users delay computer installation be- 
cause of obsolescence worries, Brad- 
burn stated. “Yet a computer is truly 
obsoleted by newer equipment only 
when the full price of the new model 


ea can be used by the smaller company 
z st by John Hockman 


by Robert M. Smith can be absorbed in reasonable time by va 

WHAT IS AUTOMATION IN THE OFFICE? savings realized over its predecessor, thi 

, . ; . ee sai 71 -ase rather 0) 
Automation in the office is the use of the rapidly multiplying new he said. Thus, many firms lease rathe P 


systems developments and facilities of electronics to synchronize the 
functions of separate units of equipment intq an overall operation. 
Inyportantly, while it can and does employ the latest in electronic com- 
puters and other new devices, it does not necessarily call for costly 
or experimental type of machines and equipment. Equipment presently 
in use in every modern office in America can be geared in one way or 
another to Automation. 

As new progress is achieved and case histories are reported, OFFICE 
MANAGEMENT will carry the great story forward. 


The Magazine for Management Executives 
212 Fifth Avenue New York 10, N. Y. 
A Geyer-McAllister Publication 
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than buy their equipment. 

Bradburn also said that, fearing ob- 
solescence, “they needlessly sacrifice the 
financial gain which outright purchase 
of a computer system offers.” 

In other Burroughs news, two Rocky 
Mountain universities will install the 
company’s 205 electronic computing 
system in an attempt to strengthen 
automation training and research in the 
country’s schools. The high-speed data 
processing equipment is to be used for 


OFFICE MANAGEMENT 
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thanks to XEROGRAPHY... — 


George Malone, right, supervisor of xerography department at H. L. Green Company Inc. places copies 
of quickly prepared sales bulletin before S. E. Williamson, seated, Green’s vice-president in charge 
of merchandising, and Fred E. Myers, sales promotion manager. Multiple copies of bulletin were run 
off on offset duplicator from inexpensive offset paper masters prepared in three minutes by xerography. 


“We get ‘hot’ merchandise information to our 
141 branch store managers 3 days earlier... 


and save $800 a month.”’ 
Fred E. Myers, H. L. Green Co. Inc. 


H. L. Green Co. Inc. is a thriving 
variety chain buying and selling more 
than 30,000 items. This is the sort of 
operation xerography thrives on, an op- 
eration demanding speed, accuracy, 
and economy. 

As with H. L. Green, variety is the 
key to xerography’s success, because 
xerography—fast, clean, dry, electro- 
static—is the world’s most versatile 
copying process. Here’s what it does for 
H. L. Green: 

In three minutes XeroX® copying 
equipment prepares, from an original 
document, a paper master for runoff of 


multiple copies on an offset duplicator. 
This is the fast, economical way to get 
copies of price lists, merchandise data, 
promotion calendars, buyers’ lists, or- 
ders to vendors, and sales bulletins. 

“Because of xerography,” says Fred 
E. Myers, sales promotion and adver- 
tising manager, “we get ‘hot’ informa- 
tion to our 141 branch store managers 
three days earlier—and save $800 a 
month besides.” 

Xerography eliminates errors and 
costly retypings. It assures accuracy be- 
cause it is photo-exact. 

Xerography can help you, too. Write 
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Sales Promotion and Advertising Manager 


for proof-of-performance folders show- 
ing how companies of all kinds and 
sizes are saving thousands of dollars 
and speeding paperwork by xerog- 
raphy. HaLomw Xerox Inc., 58-253X 
Haloid St., Rochester 3, New York. 
Branch offices in principal U. S. and 
Canadian cities. 


HALOID 
XEROX 
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OXFORD PENDAFLEX 


ZF: WYfrypy py +, ~ 
Z % f Lo) ia 4 5 


Oxford Pendaflex is 
the new concept in filing . . . 
eliminates two-handed struggling with 

old style slumping file folders and permits 
finger-tip control of all files. Office costs go way down because filing 
is so much faster with Pendaflex hanging, sliding folders. Every name , 
tab is always visible. every folder opens with a finger flick, misfiling 
is almost impossible. 

With new Pendaflex systems providing important economies not 
found in conventional filing, your records department will automati- 
cally become more efficient and less costly! You'll always get the papers 
you want, when you want them. 

Fill out the coupon and mail it today for a helpful “do it yourself” 
analysis of your filing troubles. 


Oxford Filing Supply Company, Inc. 
Garden City, N.Y. 


i——-—--------- 


| OXFORD FILING SUPPLY COMPANY, INC. 
II-8 Clinton Road, Garden City, N.Y. 


Please send free ‘File Analysis Sheet” and 
Oxford Pendaflex Catalog. 


NAME 


FIRM 


STREET. 
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CITY. STATE 


ee er eS 


laboratory instruction, statistical analy- 
sis and research, ranging from air pollu- 
tion studies to high-frequency radio de- 
sign. They will be installed in the 
University of Utah, Salt Lake City, and 
the University of Denver, Colorado. 

Educational institutions at present 
using the 205 include the California 
Institute of Technology, University of 
Dayton, Purdue University, Stanford 
Research Institute, and the University 
of Chicago. 


Scott Harrod elected presi- 
dent of Ditto, Inc. 

Scott Harrod, 47, has been elected 
president of Ditto, Inc., Chicago man- 
ufacturer of duplicating machines, suc- 
ceeding Kenneth M. Henderson, who 
retired July r. 

Mr. Harrod, who joined the com- 
pany in 1955, has served as chief execu- 
tive officer of Ditto since August of last 
year. Previously, he served as secretary 
and treasurer of Bell & Howell Co., 
also of Chicago. Mr. Henderson, who 
leaves the company after almost 40 
years of association, was named presi- 
dent in 1946. He will remain in an 
advisory capacity with Ditto and as a 
member of the board of directors, a 
post he has held since 1928. 


In Short— 


Bruning offers lease-purchasing plan 
for equipment 

A lease-purchase plan, applying to 
Copyflex and Verifax machines, draft- 
ing machines, electric erasing ma- 
chines, drafting room furniture, sur- 
veying equipment and optical tooling 
equipment, has been announced by 
Charles Bruning Co., Inc., Chicago 
manufacturer of diazotype reproduc- 
tion machines and materials. Purpose 
of the plan, the company reports, is to 
make it possible for firms to install 
and use modern engineering and re- 
production equipment despite limited 
funds for capital expenditures. Any 
new or used equipment of a non- 
expendable nature, Bruning continues, 
will be governed by the plan if the 
purchase price is $100 or more. If 
the option to purchase is exercised 
within the first three months after 
delivery, all completed lease payments 
will be applied toward the purchase 
price of the equipment. After a three- 


(To page 12) 
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‘S.A Noise vacates... 


“. “.>4 ployee turnover—improve comfort and morale—with 
ee ee Acousti-Celotex Sound Conditioning. Routine office noises 
ee . . . Office equipment, phones, traffic . . . are efficiently  * 


= -._ Quiet Comfort to the modern office. 


7 ~ meee eee eeeve ee —_—— i 


and savings take over 


- You can count on savings through reduction of errors, em- 


, 
‘ 


“.-". checked by ceilings of Acousti-Celotex Tile, which bring 


at Those responsible for the efficient management of offices *- 
across the country continue to place more confidence in 
Acousti-Celotex sound conditioning products than in any = - - 
similar material. Your Acousti-Celotex distributor now has — = - % i 
a wide range of products of many types and textures, with . 
an ever-increasing variety of specified installation systems. 2 


And, because of his years of experience in the field, youcan .-. “7a 
count on him for the finest in convenient dependable serv- *- * * 
ice and installation skill. rots 


REGISTERED U. S. PAT, OFF, f is 


— 


Products to Meet Every Sound Conditioning Problem... Every Building Code 
The Celotex Corporation, 120 S. La Salle St., Chicago 3, Illinois i 
In Canada: Dominion Sound Equipments, Ltd., Montreal, Quebec 
/——— — — ——— — MAIL NOW FOR MORE INFORMATION! Fa - 
The Celotex Corporation, Dept. 0-88 t 
120 S. La Salle St., Chicago 3, Illinois be 
Without cost or obligation, please send me your booklet, “Sound Condi- | 


tioning for Office Workers,” and the name of my nearest Acousti-Celotex 
distributor. 


Title 
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PUNCH 


Gives you automatic 
punched-card processing 
with one low-cost machine! 


The Keysort Tabulating Punch today cuts automation 
down to size by providing, in just one compact unit, 
everything required for complete punched-card process- 
ing. With greatest adaptability to a company’s size and 
set-up. And at a rental of less than $100 a month. 


Keysort Tabulating Punch code-punches and tabulates 
quantities and amounts in Keysort cards... then reads, 
duplicates and summarizes these figures . . . simultane- 
ously printing them for visual verification. The most 
versatile machine of its kind available. Easy to master, 
easy to use. In almost every area of plant control — job 
costing; labor distribution; inventory; labor, material 
and production control; sales and order analysis. In 
service organizations and hospitals — in every type of 
operation requiring fast, accurate data processing. 


Call your nearby Royal McBee man to arrange a demon- 
stration, or write us for illustrated descriptive folder. 


OUTSTANDING FEATURES x Simple operation from 
10-key keyboard * Punches 2 quantities in one operation 
(dollars-hours, dollars-units etc.) * Simultaneously tabu- 
lates all amounts * Reads sorted cards, automatically 
accumulates and totals punched amounts * Prints all 
figures for immediate verification * Adaptable to any size 
work-load . . . to centralized and decentralized operations. 


VMCBEE KEYSORT. 


PUNCHED-CARD CONTROLS FOR ANY BUSINESS 


PORT CHESTER, N.Y., Offices in principal cities. 
ROVAL McBEE Corp. in Canada: The McBee Company, Ltd., Toronto 16 


“eae 5 ee ae — oa ae = Se S. _—r - ea 0 ee 
. - < 7 ? F f a oa 
i 
oe ; 
2s 
| 5 ees 
> 
a : 
ae 
. = | ; 
Royal McBee is cutti tomation d. to si 
q nN i ~ 
q 7 » ; - 
i om, Be, ey es . 2 Eat : 
me q 
a ‘ 
é ©. ae Ai. Bi oe he ‘ = 
4 q — wee _— — —- 
asnnlllaa as eee 4 a £y é * .* & & “a & ts 6 a 
& -_ a - if A Ss eae 
ack oe a4 om a oe fe &. een 
4 * ye - Es 2 fs os Pd ah be a. 
q ; a Ge 2 _ Eee ga ee 
‘ E $e — ec? yee es eS ie <3 
~ momo ee 
- a: ao. ee ee, ; 
. ; es oxy 
: a 
POU ree pero wee rneeeerees \ 4g Co 
‘a ee . \ e 
Um 
Eg ee 
A Se ee 
a ON ee were ee 
ee: ey Oe: . eve ge plese s eee : m x 
ES a 
Se 
— i a 

Pas. oy 4 % ; em : es 

vate ye ated 5 te a ae . 

4 F at Ss es) Beye —_ ae ae 
ean. 2 i ~ 
t Ee 7 Pegs, ve ‘ ‘ 

gh. z 2 ’ : 
gana ee ae & 
ee he 
i. ae s vA 
ae eae ae ‘ P . ite 
se) he cap vat ; i 
ae any a pue “ : a 
0 : 
ie ° 5 eras . 
hi ee = a a Bet él 
— aa 2. ‘ & 
: ' . ae } 
oe = ee os : 
oe  % ae as, 
Sie - a aps 
Tt 
ie? - =z ie e ‘ 
ae, ‘ ie - ee 
ep : : E: ; "ae ae 
— 3 es iS 
< ae ee nee 
. v4 ee 
Fe | om Nae 
: 2 ae ; ' 
- . a : E me ; 
. shy sf . . 
oh, Om a So % oS: * 
‘ ~ ges i : * is 
~ e - - 4 " ’ 
BABS a ates : Sti 
er be j x me “= revels 
Sane Sees EE om 2 > 
7 soci per ote ‘ 
 Bsie2 ? : , : 
Pe - 3 : * 3 7 'e 3 x iad 
- 4 ¥ 4 is te ie 
ge + 2 Ps 
oa Mey ee 7 % e 
) ae ¥ ‘ 7 = i ies . 
* ll , es % ‘ : sae, 
a ae ee a 
. 
’ »r baie 
T AUGUST 1958 ee ll 
ib @ 
ee 277 & ea a i 
ae ere a = >, 2 SE EY I PEA ee sees fey i aS J 


eee 


ely 


Wes 


. ie 
a Seal 


ate 


¥ 


PO tte 
e ae 


eee es 

Lote ane cit aie 
” Pe. sat ‘ 
= ars 


Wee 


ate 


ou) re 


. 


i r cae i fiona 
“Thermo-Fax” Copying Machine 


...quick and clean because it’s dry! 


The quick, clean simplicity of dry process copying is yours only in 
an All-Electric ‘““Thermo-Fax” Copying Machine. This remarkable 
copy maker eliminates all liquids and chemicals. You make copies 
the modern way . . . by electricity alone. Copies of vital business facts 
and figures are made in just 4 seconds for as little as 5¢ each. Try 
fast dry process copying in your own office on reports, letters, invoices, 
or any forms you must retype. See how you can save time and money 
and get better business communications, too. Call your dealer today 
for your 4-second demonstration, or send coupon now for full details. 


MINNESOTA MINING AND MANUFACTURING COMPANY 
where RESEARCH is the key to tomorrow 


Seen 
JTherm -Fax 


) 


OPYING PRODUCTS 


eeoeereeeeeeeeeeeeeeeeseeeeeereeeeeeeeeeeeeeeeeeeee 


IN 4 SECONDS 


Minnesota Mining & Manufacturing Company 
Dept. KN-88 St. Paul 6, Minnesota , 


Send me a copy of your informative new book, “Better Business Communi- 
cations,” and full details on clean, dry process copying efficiency. 


Name 
Company 
Address. 
City. __ Zone State 
The terms “‘Thermo-Fax” and “Secretary” are trad ks of Mi ta Mining & Mfg. Co. 


PTeERPECEU Ee eel 
ecoeceeeeeeereeeeeeeeeeeeeeree 
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month period, a “substantial” pro- 
portion of the completed lease pay- 


ments will be applied toward the pur- 
chase price. 


Controller recommends 


increase in 
profit planning programs 


A need to “step up the installation 
of company profit planning programs” 
to preclude future interruption in 
America’s advance toward new levels 
of economic activity was stated re- 
cently by J. Curran Freeman, con- 
troller of Dresser Industries, Inc. 
Dallas. Mr. Freeman declared that no 
company can long survive unless it 
adopts long-range policies, plans and 
objectives based upon a continuing 
analysis of the factors bearing on the 
company’s operations. He cautioned, 
however, that keeping pace with 
growth of the economy is not enough. 
“Real growth,” he said, “requires that 
a company grow faster than the gen- 
eral economy, and this is an ever-pres- 
ent challenge that management must 
meet successfully.” Mr. Freeman made 
his remarks at the closing session of 
the 39th International Accounting 
Conference of the National Association 
of Accountants, held in Chicago in 
June. 


Underwood to open new manufactur- 
ing company in Italy 

A new company based in Italy and 
jointly owned by Underwood Corp. 
and Fabrica D’Armi Pietro Beretta, 
S.p.A. will begin to produce Italian- 
made Underwood office equipment in 
the near future. The company’s name is 
Underwood Italiana S.p.A., and its pro- 
ducts will be distributed throughout 
Italy by Underwood Societa Conces- 
sionaria Italiana of Milan. Under- 
wood’s other regular outlets will serve 
as distributors of the Italian-made pro- 
ducts throughout the rest of the world. 


Home office and plant are located near 
Milan. 


Office furnishings can enhance em- 
ployee morale, psychologist says 
The well-furnished executive office 
can improve the confidence of cus- 
tomers in the firm and its product, 
and also improve employee morale by 
strengthening their sense of security 
and importance, according to a recent 
speech delivered by Dr. Irving Gilman. 
He said that furnishings in an office 
clearly symbolize social status, and may 
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Colitho Ink Cartridges 
Plus Gun Dispenser 


Faster, cleaner fountain filling ! 


Pop a Colitho cartridge into the gun, squeeze the trigger 
and you’ve got a steady stream of ink right where you 
aimed it . . . that’s how easy and accurate it is to ink 
your offset duplicator with the new Colitho ink cart- 
ridges and gun. Clean and efficient, too: puts an end to 
messy ink knives, surface scum, fountain overflow and 
accompanying grime and waste! 


Here’s what you get for just 
the price of the ink 


SIX 12 FL. OZ. COLITHO INK CARTRIDGES: 
Your choice of these popular black inks: CO-1, CO-1A, 
CO-2, CO-2A, CO-4A. 

HEAVY GAUGE STEEL GUN: Sturdy construction. 
Easy to use. Lasts the lifetime of the press. 


COLITHO HAND CLEANER: Every press room should 
have this efficient, safe hand cleaner in the easy-to-use 


SEE YOUR COLITHO DEALER OR SEND THIS 
COUPON FOR NAME OF ONE NEAREST YOU 


squeeze bottle. 
COLUMBIA RIBBON & CARBON MFG. CO., INC. 
858 Herb Hill Road, Glen Cove, N. Y. 


| 
l 
| 
| 
| 
| Gentlemen: 
I 
| 
| 
| 
| 
| 


Everything for your Please send name of the Colitho dealer nearest me, 
offset duplicator Name 
Company 
Street 
COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, N. Y. City Zone State 
COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIF. eee cee come cane cium Geman cums Gum cue GuD cD cam GD GED GD Gn ee ce ee ee ee — 
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FACT FINDERS ASSOCIATES, INC. 
Has Just Completed 


A SURVEY OF 
BUYING POWER 
OF SUBSCRIBERS 
TO 
OFFICE MANAGEMENT 


When tallies are completed, 
information will be available 
that will answer many 
questions of interest to this field, 

such as— 


e WHAT SUBSTANTIAL EXPENDITURES ARE 
CURRENTLY BEING PLANNED BY MANAGEMENT 
EXECUTIVES FOR OFFICE EQUIPMENT? 


e WHAT TYPE OF PRODUCTS ARE INVOLVED 
AND HOW LARGE ARE THE CONTEMPLATED 
EXPENDITURES IN VARIOUS BRANCHES 
OF BUSINESS AND INDUSTRY? 


e WHAT TYPE OF OFFICE MACHINES ARE 
MOST NEEDED TODAY? 


e HOW DO TITLES OF THE MEN RESPONSIBLE 
FOR THE PURCHASE OF OFFICE EQUIPMENT 
VARY IN DIFFERENT INDUSTRIES AND 
DIFFERENT SIZES OF COMPANIES? 


e WHAT IS THE SIZE OF THE OFFICE EQUIPMENT 
MARKET—BY NUMBER OF OFFICE EMPLOYEES— 
BY SIZE OF OFFICE SPACE OCCUPIED— 

BY DIFFERENT TYPES OF BUSINESS OR INDUSTRY? 


etc. etc. etc. 


OFFICE MANAGEMENT 


The Magazine for Management Executives 


212 Fifth Ave. New York 10, N. Y. 
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easily affect the emotional health of its 
occupant—and even the emotions of 
those coming in contact with the office. 
“The dynamic changes which have 
taken place in the American customer 
dictate that the office furniture industry 
modernize its own self-image, its pub- 
lic-image and its whole psychological 
approach to merchandising,” he stated. 
Dr. Gilman, a psychologist and mem- 
ber of the Institute of Motivational Re- 
search, Inc., spoke at the annual Metro- 
politan New York Area Conference of 
the National Office Furniture Associa- 
tion. 


NRMA urges “building block” ap- 
proach to EDP installation 

A recommendation that installation 
ot electronic data processing equip- 
ment be inaugurated in specific func- 
tions, and then extended block-by-block 
throughout the entire store, has been 
made by the Electronics Committee of 
the Retail Research Institute of the 
National Retail Merchants Association. 
The suggestion for this “building block” 
approach to EDP installation was 
voiced by Committee Chairman Harry 
Margules, controller of Gimbel’s, Pitts- 
burgh, at the committee’s recent two- 
day meeting in New York. He noted 
that “although a concept for integra- 
tion of procedures is desirable, it ap- 
pears impractical for stores to install 
in the beginning a completely inte- 
grated system.” 


Research management encouraged to 
face “optimum efficiency” problems 

If research executives are to meet 
the challenge of the complex and 
growing problem of producing opti- 
mum efficiency without stifling the 
creative work of scientists, they must 
continue to develop principles and 
techniques of research management 
and organization, a management 
executive declared recently. The speak- 
er, Dr. A. P. Hewlett, vice president 
of Esso Research and Engineering Co., 
said that such development will enable 
research departments to do effective 
research on a large scale. An effective 
means to this end, he said, is realized 
by concentrating on the supporting 
services that make large-scale research 
possible. He suggested more complete 
application of automation to  labora- 
tories and pilot plants, development 
and use of better analytical techniques, 
wider use of the latest concepts in 
mathematics, and broader application 
of electronic computers in planning 
programs, analyzing research results 
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PICTURE-TAKING BUILDS 
GOODWILL, TRIMS 
RECORD-KEEPING COSTS 


DETROIT, MICH. 


The staff of the swank Sheraton- 
Cadillac Hotel takes in stride such 
requests as: ‘‘We want to stay in the 
same room we had on our honeymoon 
five years ago.’ “‘Can you tell me 
what my restaurant charges were last 
New Year’s?”’ 

At its fingertips are Recordak 
Microfilm copies of registration cards, 
guest ledgers, charge tickets and other 
records for years back. Takes only a 


SRECORDEK 


(Subsidiary of Eastman Kodak Company) 
originator of modern microfilming 
—now in its 3lst year 


AUGUST {958 


Short cuts with Recordak Microfilming 


Latest report on how this low-cost photographic process is simplifying routines 
for more than 100 different types of business . . . thousands of concerns 


eseeeneeeoeeoeeeeeeoeoeneaeseeaeoaneenaneeoe ooo eo one eenen8ee e800 8 e888 0088860880400 82440888 OE° 


minute or so to check any item in a 
Recordak Film Reader—to see what 
room the honeymoon couple occu- 
pied, to spot the businessman’s 
charge tickets. 


Pictures replace handwritten record 


At the Sheraton-Cadillac, Recordak 
Microfilming does much more than 
cut filing space and speed reference. 
At least six hours of clerical time are 
saved daily by microfilming the checks 
customers offer in payment. This fast 
operation (hundreds of checks photo- 
graphed in one minute) does away 


eeeeeeeecesee © MAIL COUPON TODAY -+seeeee222 220808 
RECORDAK CORPORATION, 415 Madison Ave., New York 17 
] Send free copy of “Short Cuts that Save Millions.” 


Hundreds of hotel records are 
photographed in 1 minute on a 
few cents’ worth of film 


o need to keep a written record 


of some 1500 checks cashed daily 


Sw, 


with a multi-column check-listing 
form. Ends transcription errors, too. 
And it protects the hotel should checks 
ever be lost prior to deposit. Small 
wonder so many Sheraton hotels— 
besides the Cadillac—have already 
adopted Recordak Microfilming. 
Whatever your business, it will pay 
you to look into Recordak Microfilm- 
ing. Chances are this easy, low-cost 
photographic method has brought 
surprising savings to companies just 
like yours. No obligation whatsoever! 
“‘Recordak”’ is a trademark 


. 
. 
. 
. 
C1) Have a Recordak Systems Man contact me. F-8 : 
7 
Name Position ; 
Company Type of business = 
Street ‘ 
City State 5 
. 
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THE CITY THAT DIDN'T EXIST A MONTH AGO 


Every 30 days the U.S. adds as many new Americans as 
live in Norfolk, Va.—creating brand-new wants and 
needs which must be satisfied. 


What does this mean to you? It means greater opportu- 
nities than ever before—in all fields. Home construction 
is expected to double by 1975. Power companies plan to 
increase output 250°. in the next 20 years to provide 
the power for scores of new labor-saving devices. Cloth- 
ing suppliers predict a one-third increase in 7 years. 


With 11,000 new citizen-consumers born every, day, 
there’s a new wave of opportunity coming. 


7 BIG REASONS FOR CONFIDENCE IN AMERICA’S FUTURE 


1. More people ... Four million babies yearly. U.S. popula- 
tion has doubled in last 50 years! And our prosperity 
curve has always followed our population curve. 


2. More jobs ... Though employment in some areas has fallen 
off, there are 15 million more jobs than in 1939—and there 
will be 22 million more in 1975 than today. 


3. More income . . . Famiiy income after taxes is at an all- 
time high of $5300—is expected to pass $7000 by 1975. 
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4. More production .. . U.S. production doubles every 20 
years. We will require millions more people to make, sell 
and distribute our products. 


5. More savings . . . Individual savings are at highest level 
ever—$340 billion—a record amount available for spend- 
ing. 

6. More research .. . $10 billion spent each year will pay off 
in more jobs, better living, whole new industries. 


7. More needs .. . In the next few years we will need $500 
billion worth of schools, highways, homes, durable equip- 
ment. Meeting these needs will create new opportunities 
for everyone, 


Add them up and you have the makings of another big up- 
swing. Wise planners, builders and buyers will act now to 
get ready for it. 


FREE! Send for this new 24-page illus- =< 
trated booklet, “Your Great Future in a Great Future 
Growing America.” Every American ina 
should know these facts. Drop a card to- | wins America 
day to: ADVERTISING COUNCIL, Box 10, ’ 
Midtown Station, New York 18, N. Y. 


(This space contributed as a public service by this magazine.) 
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and producing engineering calcula- 
tions. A proper operations analysis 
program, Dr. Hewlett continued, “is 
to have the employees themselves 
initiate the changes. You cannot have 
experts with stop watches telling em- 
ployees how to do their jobs without 
getting violent reactions.” Dr. Hew- 
Jett addressed his remarks to the Ninth 
Conference on Industrial Research, 
sponsored by Columbia University’s 
Department of Industrial and Man- 
agement Engineering at Harriman, 


N. Y. 


Service Bureau Corp. announces new 
electronic business service 

Availability of a new service for 
business executives, by which data pro- 
duced by modern digital computers 
can be converted automatically into 
graphs, curves and mechanical draw- 
ings, has been announced by The Serv- 
ice Bureau Corp., a subsidiary of Inter- 
national Business Machines Corp., New 
York. The method used to present find- 
ings in graph form, SBC reports, is 
made possible by installation of a Data- 
plotter, a new electronic machine which 
reads information from punched cards 
and plots it automatically. 


Executives expect this year’s business 
to equal or rise above 1957 period 

Interviews by Dun & Bradstreet, 
Inc... New York, of businessmen on 
the subject of expected sales and 
profits for the third “quarter of 1958 
reveal an optimistic view, according 
to encouraging reports on construc- 
tion, retail trade, new orders and em- 
ployment. Half of those interviewed 
expected their profits in this quarter 
would equal those of the comparable 
1957 period, while 20 per cent hoped 
for an increase, and 21 per cent ex- 
pected a decline. 


Liberal Arts Institute to be held 


or secretaries in September 

A Liberal Arts Institute for secre- 
taries sponsored by the National Secre- 
taries Association (International) in 
conjunction with Michigan State Uni- 
versity will convene on August 31 and 
extend through September 13, 1958. Its 
theme will be “Explorations into Hu- 
man Nature and Conduct,” developed 
Within three major categories: Philoso- 
phy, literature and art. Attendance at 
the Institute will be open to members 
of the Association who have passed the 
Certified Processional Secretary exam- 
ination or who have taken the test. 
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Folds faster 
than fingers 


Costs less than a 
standard typewriter! 


Small folding jobs can be costly, 
take up more of a girl’s time than is 
warranted—take her away from her 
regular and more important tasks. 

A little PB folding machine can do 
all the office folding jobs much more 
quickly and accurately—save time and 
money — relieve your office people of 
these tedious chores. 


This electric model FH, for example, 
with semi-automatic feed, can double- 
fold up to 80 standard letter sheets per 
minute! (Fully automatic feed at slight 
extra cost, is even faster.) 

The FH can be easily set and used 
by anybody. It makes eight different 
folds, takes sheets from 3 by 3 to 8Y% by 


3) 


al 
Cora 
ISB 
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Made by the originator of the postage meter... 


r 
! 


The larger FM, fully 
automatic, can fold up 
to 19,000 sheets an hour. 


Use Readers’ Inquiry 


14 inches in most standard paper weights 
and finishes. And it also folds sheets 
stapled together. 

Even used only occasionally, it will 
soon pay for itself. Ask the nearest PB 
office for a demonstration or send the 
coupon for free illustrated booklet. 


a 


New Combined 
Folder-inserter 


PB’s Model 3300-FH 
folds and stuffs into 
envelopes 500 

bills, letters, etc. in 8 
minutes! The 3300” 
by itself hooks onto any 
PB folder, or can be used as 
an inserter alone. 


PITNEY-BOWES Folding 
& Inserting Machines 


offices in 107 cities in U.S. and Canada, 


PitNey- Bowt s, INC. 
2908 V-'alnut St., Stamford, Conn. 


Send free literature on: 
() Folding Machines ( Model 3300 


Address 


1 

1 

1 

1 

Name | 
I 

all 


Coupon on Page 8 17 


ati =—.  \. <a iia Re oes eC ea ; 
es 
. | all 
“ | r is 
" | ' . 
| P -. 
| 4. s 
Z | ae | ES 
a | 7 ee 
| ® in uaa = 
ai | ‘ ‘ 4 -) 7 > 
} | bs e. 
‘ | > 2 
= | : Boty i | 
: eS 7 
a a r | 
A ” 
’ GoD 
20 sf a5 | 
| I ws 1) J e 
| | a LY . ni 
rel | a 
= 8 | 
e} ft | of 
00 } 
ip- arp 
ies 3 
| § 
ip- ee arr 
to vosinastnartinneionsisenimiboninendecchanies . : 
« fj } 
> 4 fb 
| Z< ip | 4 
y Ss \ | 
~~ ae l | 
| oy I — 
| | i | 
ine.) & 
INT Fe eC P d 


“MYLAR’ 


SHEET PROTECTORS. Here’s how to prove the strength of ““Mylar’’. Hook “Mylar” to a sheet protector of 
ordinary material . . . then pull. Even though it’s much thinner, sheet protector of ‘Mylar’ remains intact! 


FA 


REINFORCED SHEETS 


BLANK TABBING 


MAGAZINE JACKETS 


INDEX-CARD HOLDERS 


: 


+ 


See ee 


JOB TICKET HOLDERS 


BOOK COVERS 


New stationery items of brilliantly clear, tough 
Du Pont Mylar® can help save space... cut replacement costs | 


Whereverstationery itemsof DuPont 
““Mylar’’* polyester film are used, the 
story is the same: greater efficiency, 
economy and space savings. 


“MYLAR” IS TOUGH. “Mylar” re- 
sists wear and tear; it’s impervious 
to most chemicals. That’s why it out- 
performs other materials in items like 
job ticket holders, where transpar- 
ency must be retained through re- 
peated exposure to moisture, grease 
...even acid fumes. 


“MYLAR” IS THIN. You get all the 
advantages of long-lasting strength 
plus space-saving thinness. For ex- 
ample, you can put up to 35% more 
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sheet protectors of ‘““Mylar’’ in a ring 
binder than you can using sheet pro- 
tectors of ordinary materials. 


“MYLAR” IS BRILLIANTLY CLEAR. 
Its sparkling clarity is a valuable as- 
set in making important sales pres- 
entations... it adds extra eye appeal. 
And, this transparency lasts through 
the years, for ““Mylar’”’ will not dis- 
color or crack with age. 


So be sure to capitalize on the 
money-saving advantages of this 
amazing film. The next time you or- 
der, specify “Mylar” to your sta- 
tionery supplier. For sample demon- 
stration sheet write: The Du Pont 


Use Readers' Inquiry Coupon on Page 8 


Co., Roomom-8, Film Department, 
Wilmington 98, Delaware. 

Du Pont manufactures the base material 
““Mylar”’— not finished sheet protectors. 
*“Mylar” is Du Pont’s registered trademark 
for its brand of polyester film. 


REG. U.s. pat. OFf 
BETTER THINGS FOR BETTER LIVING 
... THROUGH CHEMISTRY 


DU PONT 


MYLAR 


POLYESTER FILM 
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“Won't pull 
through at holes... stack evenly for 


trouble-free automatic duplicating” 
AS 


XK Make this test 
yourself! Slip an AICO 
"Rip-Proof” reinforced 
loose leaf sheet into your 
binder with any other re- 
inforced sheet. Grasp 

> each one firmly and pull 

Uy; away from the binder 

Vi rings until one sheet pulls 


through at holes. Note 


0 y how AICO's new sheet 


“out pulls’ any other 
sheet. 


ANG SS 3 ee 
\/\ 


Be. 
Pe he 


* ESTER stencil, gelatin, spirit and offset duplicating machines and print- 
ing presses. 
e@ A variety of colors, finishes, sizes. Your choice of a wide 
\ | selection of colors and finishes in sizes to fit all standard ring 
\V binders. 


AVAILABLE AT YOUR STATIONERS .. . or write for 
samples and prices. 


from wearing, tearing, ripping or pulling through. Much stronger 


4 @ MYLAR* plastic reinforcing on binding edge prevents holes 


than other types of reinforcing. And costs less! 


@ 1/1000’ thin edge is less bulky than other reinforced edges. 
: Sheets stack evenly for trouble-free automatic feeding on all 


ar 
*DuPont's registered 
ae trademark for 


its polyester. 


G. J. Aigner Co. 
426 S. Clinton St. 
Chicago, 7, Illinois 


— 

Plants in Chicago; 

Rochelle, Illinois; 

New York; Calif. 
Stock No. Description Size Stock No. Description Size 
WB-209 20 Lb. White Bond 8Y2 x 5% GB-213 20 Lb. Green Bond 11 x8% 
WB-211 20 Lb. White Bond 92 x6 BB-213 20 Lb. Blue Bond 11 x8% 
WB-213 20 Lb. White Bond 11 x8% WM-213 20 Lb. White Mimeo 11 x 8% 
WB-213-R 20 .Lb. White Bond—Ruled 11 x 8% WD-213 20 Lb. White Duplicator 11 x8% 
YB-213 20 Lb. Canary Bond 11 x8% WL-213 28 Lb. White Ledger 11 x 8% 
PB-213 20 Lb. Pink Bond 11 x8% 
Packaged 500 sheets per box, 2500 per carton. Approximate carton weight WB-213 is 30 Ibs. Three Y%" round holes, four round corners 

(except mimeo). 


Copyrighted by G. J. Aigner Co., 426 S. Clinton Street Chicago 7,1. Printed in U.S. A. 
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Aigmont the office supply buyer says... 


"an index divider 


* DuPont's registered Trade 
Mark for its polyester film. 


that lasts 


Aigmont’s excited about AICO’s 
Rip-Proof Loose Leaf indexes. They 
won't wear, tear or pull through at holes. 
Ideal for use in ring books, post and 
ledger binders and memo books. 


Binding edges are reinforced with 
MYLAR * plastic. It is stronger than 
other reinforcing, less bulky ... and 
costs less! 


In all stock sizes and made-to-order. 
Choice of a wide variety of index tabs 
and colors. 


AVAILABLE AT YOUR STATIONERS 
or write for samples and prices 


G. J. AIGNER CO. 
426 S. Clinton St. 
Chicago 7, Illinois 
Plants in Chicago; 


Rochelle, Illinois; 
New York; Calif. 
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Books and Pamphlets 


COST CONTROL THROUGH 
ELECTRONIC DATA  PROCESS- 
ING, by Phil Carroll. 32 pages. Re- 
search Div., Society for Advancement 
of Management, 74 Fifth Ave., New 
York 11. $1.50. 

This new publication, written by 
the vice president and_ president-elect 
of SAM, covers the practical ground- 
rules of question-asking (program- 
ming) and corrective managerial ac- 
tion in use of EDP as a cost-control 
instrument. The author discusses  sys- 
tems and procedures, sales forecasts, 
production scheduling and control, ex- 
pense budgeting, direct and indirect 
costing, and development of decision- 
making ability in the managerial staff. 
Mr. Carroll is the author of more than 
100 articles for technical journals and 
a number of texts, including Time- 
study for Cost Control and How to 
Control Production Costs. 


MARK MY WORDS, by John B. Op- 
dycke. 700 pages. Harper & Brothers, 
51 E. 33rd St., New York 16. $5. 
Designed as a guide in modern word 
usage and expression, this reference 
book defines and differentiates almost 
10,000 “often-misused” words, and il- 
lustrates many of them in sentences. 
Other features include definitions of 
synonyms and antonyms of key words, 
their connotations and shades of mean- 
ing, explanation of the history and 
proper usage of words, and an extensive 
index. Mr. Opdycke is the author of 
a number of other reference books, in- 
cluding What You Mean Say, Harper's 


English Grammar and Take a Letter, 
Please. 


INTEGRATED COST CONTROL 
IN THE OFFICE, by Frank M. Knox. 
304 pages. McGraw-Hill Book Co., 
Inc., 330 W. 42nd St., New York 36. 

7.50. 

A new edition to the publisher’s 
National Office Management series, 
this book details practical techniques 
for reducing and controlling office costs, 
with particular emphasis placed on 
organization of a systematic program 
to integrate the individual efforts of 
the entire office staff. Such factors as 
control over forms, methods and pro- 


cedures; clerical work measurement; 
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work simplification and automation in 
the office; record controls, et al, are 
covered. Methods presented in the 
book, according to the publisher, are 
not theoretical, since each has been 
tested and proved in actual use in busi- 
ness organizations of varying sizes and 
types. The author is president of 
Frank M. Knox Co., Inc., management 
consultants in the field of office cost 
and paperwork control, and has pre- 
viously written Design and Control 
of Business Forms. 


LINEAR PROGRAMMING: FUN- 
DAMENTALS AND — APPLICA- 
TIONS, by Robert O. Ferguson and 
Lauren F, Sargent. 360 pages. McGraw- 
Hill Book Co., Inc. 330 W. 42nd St., 
New York 36. $10. 

Written expressly for executives and 
managers at all company levels, this 
new book demonstrates what linear 
programming can do and the results it 
can effect. Illustrated by actual ex- 
amples from industry, it shows why 
linear programming is a significant ad- 
vance in scientific management, how 
it aids in selecting, gathering, process- 
ing and interpreting facts and informa- 
tion, and where and how management 
and businessmen can apply it to their 
own problems in industry. The book 
is organized into four different  sec- 
tions—Introduction, Methods, Applica- 
tion and Technical Appendix. It con- 
tains two new computational methods 
developed by the authors, in addition 
to a refinement (called MODI) of an 
existing computational method 
developed by them. 


also 


GLOSSARY OF AUTOMATION 
TERMS, prepared by the NOMA 
Automation Committee, headed by 
William ]. Jacquette, Ernst & Ernst, 
under the direction of Charles E. 
Ginder, staff director of the NOMA 
Technical Division. 38 pages. National 
Office Management Association, 1931 
Old York Road, Willow Grove, Penna. 
$2.00. 

This volume defines 500 words and 
phrases which apply to automatic data 
processing, and is designed to serve as 
a practical guide and reference work 
for executives and others interested in 
automatic data processing. Many de- 
tailed examples and explanations are 
included in the definitions, and the 
scope of the Glossary is limited to terms 
applying to operations of automatic 
data processing machines. 


A NEW HIGH 
IN NET PAID 
CIRCULATION 


in the entire office field — 


30,000 


with the May 1958 issue 


... reflecting the 
vitality of the 
big office market 


The big office today, with its adop- 
tion ot the modern techniques of 
integrated data processing... auto- 
mation...advanced personnel man- 
agement...streamlined systems and 
controls...has become the nerve cen- 
ter of all communications and plan- 
ning. The things that are happening 
in America’s big offices are the 
harbingers of the economy ahead. 


This simply means that America’s 
management executives concerned 
with office administration, in 
greater and greater numbers are 
pursuing new ideas...new plans... 
new initiative. 


For the manufacturer with a prod- 
uct for the office, now is the time 
and OFFICE MANAGEMENT is 
the place for a major, continuing 
selling effort! 


OM’s CIRCULATION GROWTH—BASED ON 
DYNAMIC LEADERSHIP —AT THE FORE- 
FRONT OF EVERY ADVANCE IN MODERN 
MANAGEMENT TECHNIQUES — Integrated 
Data Processing, Automation, Advanced 
Personnel Administration, Streamlined 
Systems and Controls, Tools of the Office. 


*Subject to ABC Audit 
site, yen = May" 1956... 23,000 
:@: Q): May 1957 ... 26,000 
“Sae)=6CO ee) May 1958... 30,000° 
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a cing cel alia 


a 


Test and discover the new lighter touch and livelier action 
that means more typing speed, greater typing ease! 


More typing freedom, more typing speed on the new Smith-Corona 
Secretarial Typewriter! New Speed Booster accelerates every stroke 
with less typing effort, makes the keyboard come alive — actually 
gives you greater typing ease. 

And Smith-Corona’s Accelerator Action also brings you a marked 
improvement in typing quality! Each character prints the same 
clear, crisp impression — gives a uniform, professional appearance 
to every page of every typing job. 

Discover for yourself the light, lively touch, the crisp, clean 
write of Accelerator Action on the new Smith-Corona Secretarial. 
Call your local Smith-Corona representative for a demonstration 
or a ten-day trial in your own office today! 


22 Use Readers' Inquiry Coupon on Page 8 


LOOK AT THESE EXCITING SECRETARIAL FEATURES! 
Clean, Modern Appearance * Seven Decorator Colors + Rugged 
Construction + Exclusive Total Tab Clear Lever + Instant-Set 
Margins « Exclusive Half Space Key * Exclusive Page Gage 
The new Secretarial is available in fabric and carbon ribbon 
models, in a complete range of type styles and carriage widths. 


THE NEW 


SMITH-CORONA 
SECRETARIAL 


OFFICE MANAGEMENT 
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People in the News 


]. Raymond Lister has been appoint- 
ed general manager of Thomas A. Edi- 
son Industries of Canada, Ltd., 
Toronto. 


N. ]. Litherland has been made fin- 
ancial vice president of the General 
Binding Corporation, Northbrook, III. 

James F. Welsh, vice president and 
secretary of McCormick & Co., Balti- 
more, has been elected vice president 
for the Eastern Division of the National 
Association of Credit Men. 

Thomas ]. Watson, Jr., president of 
International Business Machines Corp., 


New York, has been elected a public | 
governor of the New York Stock Ex- | 


change. 


Murry Cohen, former assistant con- 
troller, has been promoted to controller 


of Joseph E. Seagram & Sons, Inc., | 


New York. 


Clarence Dunlop, vice president of 
Burroughs Corp., Detroit, has been ap- 
pointed to the newly-created post of 
vice president — manufacturing facil- 
ities planning. 

Amy Vanderbilt, author and eti- 
quette expert, will act as consultant for 
typewritten social correspondence to 
Smith-Corona, Inc., Syracuse, N. Y. 

Charles ]. Lambert has been elected 
secretary of Kleinschmidt Laboratories, 
Chicago, and John R. Walsh has been 
appointed controller. 

John M. Bewley has been elected 
treasurer of Philco International Corp., 
and its subsidiaries in Canada, Mexico, 
and Columbia. 

Maynard H. Patterson, Robert W. 
Mueller and Lyle H. Fisher have been 
elected vice presidents of the Minnesota 
Mining & Manufacturing Co., St. Paul, 
Minn. 

Emery E. Hall has been appointed 
personnel director of the General Bind- 
ing Corporation, Northbrook, III. 

Donald G. Mitchell, president of Syl- 
vania Electric Products Corporation, 
has been awarded the Gold Medal for 
Leadership by The National Man- 
agement Association, Dayton, Ohio. 

Kenneth M. Lord has been made 
director of engineering in the Electron- 
ics Division of Stromberg-Carlson Co., 
Rochester, N. Y. 

Peter G. S. Mero has been elected a 
director of Comptometer Corporation, 
Chicago, Ill., replacing Mrs. Jane Mor- 
gan Tarrant, who is retiring. 
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Wild man executive dictates 
wild man letters! No 
drawer space, no work area, 
clutter piling up, driving 
him C-R-A-Z-Y! Unhappy 
situation getting unprofitably 
worse by the minute! 


_ Then along came 


the Invincible Man 
| with the office plan 


... with a planned Invincible executive suite: * pooh — 
stunning new Mono-Wing Modernaire desk Invincible Man is never- 
with Aerogrill pedestal, Modernette modular yey Ay hah sage 
lateral work area and wall ensemble. Our periodic office planning 
now amiable executive actually gets more 

work done with less effort. 


check-ups. 

The Invincible Man offers planning serv- 
ice to solve any office bottle-neck — and the 
world’s finest steel furniture for all executive, 
professional and general office requirements. 


sh a4 é % 


INVINCIBLE 22” 


METAL FURNITURE COMPANY, 
Manitowoc, Wisconsin 

In Canada: A. R. Davey Co., Ltd., 
1162 Caledonia Rd., Toronto 10 


METAL FURNITURE COMPANY ~— 
Dept. B-8, Manitowoc, Wisconsin 
Without cost or obligation please send Invincible 
brochure and a survey form from the Invincible 
Planning Kit. 


Send coupon today 
for colorful Invincible 
brochure and sam- 
ple Survey Form 
from the Invincible 
Man’s planning Kit. 


Zone........ 
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Whether it’s for ledgers or for “ 


Sp 
: lithographing . . . or for scores of other of 
uses .. . Nekoosa makes a paper for every ™ 
business and for almost every business - 
requirement. Are you using Nekoosa Papers i An 
now? If not, discover for yourself why they a) Sp 
E are among the largest selling papers in America. cia 
5 ee po - 
g rn 
& Nekoosa Bond St 
& ; Nekoosa Ledger Ex 
: It pays to \iemme ae i 
‘ plan with your, (assess Menitold 
‘ N] 
ie dé / _. Nekoosa Fax 
q oN printer: _ Nekooss Opaque C 
f ‘x _ 'Nekoosa Master-Lucent and Sj 
x en companion ARDOR Papers ar 
3 NEKOOSA-EDWARDS PAPER COMPANY Ft 
bs Port Edwards, Wisconsin iy 
3 Mills at Port Edwards and Nekcosa, Wisconsin, 
; Sake and Potsdam, New York Co 
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Coming Events 


Management Development Center 
1958 Summer Conferences (12th 
Series). Pasadena, Calif. September 
Sponsor: Management Development 
Center, California Institute of Tech- 
nology. Place: California Institute of 


Technology. 


ISA 13th Annual Instrument-Auto- 
mation Conference and _ Exhibit. 
Philadelphia, September 15-19. 

Sponsor: Instrument Society of Amer- 


ice. Place: Convention Hall. 


NIGP 13th Annual Conference and 
Products Exhibit. Boston, October 
5-8 


Sponsor: National Institute of Govern- 
mental Purchasing. Place: Hotel Stat- 
ler. 


SPA International Systems Meeting. 
Pittsburgh, October 13-15. 

Sponsor: Systems & Procedures Asso- 
ciation of America. Place: Penn Shera- 
ton Hotel. 


IMS 5th Annual International Mect- 
ing. Philadelphia, October 16-17. 
Sponsor: Institute of Management Sci- 


ences. Place: Sheraton Hotel. 


CIA Annual National Conference. At- 
lantie City, N. J., October 19-22. 
Sponsor: The Controllers Institute of 
America. Place: Chalfonte-Haddon 
Hall Hotel. 


National Business Show, New York, 
October 20-24. 

Sponsor: Office Executives Association 
of New York. Place: New York Coli- 
seum. 


NMA 35th National Conference. Los 
Angeles, October 23-25. 


Sponsor: National Management Asso- 
ciation. Place: Hotel Statler. 


Cincinnati Office & Business Equip- 
ment Show. Cincinnati, October 28- 


Sponsor: Cincinnati Office & Business 
Equipment Show, Inc. Place: Cin- 
cinnati Music Hall. 


NMAA Electronic Business Systems 
Conference. Seattle, October 30-31. 


Sponsor: National Machine Account- 
ants Association. Place: Olympic Hotel. 


FGAA 8th Annual Symposium, Wash- 
ington, D. C., November 17-18. 
Sponsor: Federal Government <Ac- 
countants Association. Place: Shore- 
ham Hotel. 
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IN the midst of railroad complainis 
about the losses suttered on com- 
muter trains, it is refreshing to see 
two major rail transportation serv- 
ices bravely offering new train 
facilities. There are many reasons 
why these particular systems can. 
They each carry a tremendous 
number of passengers daily, and 
therefore can finance innovations in 
service far more easily than can a 
line which must maintain full rail- 
road services to accomodate a few 
thousand commuters each day. 
BUT, still with these conditions 
understood, there’s a lot more 
imagination being shown by the 
two systems we have in mind than 
there is by the vast networks that 
cover several states. The two are 
those old standby’s of New York’s 
working force—the city subway 
system, and the Hudson and Man- 
hattan tubes which connect New 
York with nearby New Jersey 
cities. 

THE subway system, long  ad- 
mired for efficiency, but never 
noted for attractiveness, has sched- 
uled what is frankly a_ pleasure 
train. It only makes one round trip 
per day, and it will only run 
through the summer. But during 
the summer months, it will offer 
non-stop service between Times 
Square and Rockaway Beach on 
Long Island, at a flat round-trip 
rate, which also entitles the pas- 
senger to free admission to the at- 
tractions at Playland, Rockaway’s 
amusement park. 

THE new service opened with a 
fanfare that Hollywood publicity 
men could not have faulted. Cars— 
standard subway cars—were per- 
fumed with the scent of apple- 
blossoms. Free balloons and _lolli- 
pops were on hand for the younger 
generation, and were distributed by 
special train hostesses. Music was 
piped into the train’s loudspeaker 
system. 

APPARENTLY, the appleblossom 
scent ran out, and undoubtedly the 
balloons expired even earlier. But 
the service had been launched, the 
music kept on playing, and the 
Rockaway Express gave the New 
York City subway system its first 
de luxe train. 


THE city subway’s __ interstate 
counterpart, the Hudson & Man- 
hattan Railroad, which faithfully 
channels thousands of Jersey com- 
muters into downtown and mid- 
town New York each morning and 
siphons them off again each night, 
was not long outdone by the City 
Transit Authority The Hudson & 
Manhattan lost no time in launch- 
ing its innovation—special cars for 
ladies, with special decorations and 
color schemes, on its crowded 
morning and evening — schedules. Boe 
Moreover, the Hudson & Man- 
hattan promised even more spec- 
tacular achievements in the near 
future. The H&M _ intends to be- 
come the first air conditioned mass 
transportation system in the coun- 
try, and promises to win that honor 
in the very near future.  —— 
HOWEVER, Hudson & Man- BA 
hattan cannot overcome the sub- 

way system by luxury alone. The 

subway authorities are innovating 

on a number of fronts. They have 

recently made an arrangement with 
a soap manufacturer under which | 
soap labels can be exchanged for 
subway tokens. 

IT should be a great help for those 

harassed and improvident house- 

holds which discover that every- 

body is out of money just when : 
the breadwinner is about to leave, 

ten minutes late, for work. In the 

past, hurried trips to the nearest 

store to cash a check were the order 

of the day. Now, one need only go 

to the kitchen cabinet and plunder 


RR? ep 


a few boxes of detergent to save 
the situation. That is, one need do 
only this if the right brand of de- 
tergent is on hand. 

WHERE IT will all end, nobody 


knows. But it would seem wise for 
the major railroads, if: they can ie 
solve their really crippling tax prob- 
lems, to watch the local lines for 


e 
ideas. It looks, too, as though all _ 
those who depend on public trans- 
portation to get to work can take * 


heart. Things are looking up, and 
the scent of appleblossoms is in 
the air. 
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NESS 
WITHOUT CARBONS 


NCR PAPER DOES IT!... produces cleaner, clearer copies 


Business forms users everywhere are dis- 
covering that NCR Paper speeds up 
their work. Without using carbon paper 
or even any carbonization, this amazing 
paper makes perfect copies of sales slips, 
invoices, premium notices, stock requisi- 
tions—any one of hundreds of applica- 
tions where clean, clear copies are needed. 

Non-smearing NCR Paper, perfected 
by the research laboratories of The Na- 
tional Cash Register Company, elimi- 
nates smudging of copies or fingers and 


ANOTHER PRODUCT OF 


is easy to handle because it requires no 
carbon inserts. Up to five legible copies 
can be made with a standard typewriter, 
ball-point pen or pencil and eight or more 
with a business machine or electric 
typewriter. 

NCR Paper is simple to use. Just put 
together several forms. Copies are ob- 
tained from hand written or business 
machine or typewriter forms. Finished 


copies are always neat and clean, easy 
to read. 


THE NATIONAL CASH REGISTER COMPANY, bayton 9, onio 


989 OFFICES 
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IN 94 COUNTRIES 


Use Readers’ Inquiry Coupon on Page 86 


Have your forms printed on NCR Paper 
by your present forms supplier. You’ ll be 
amazed how easily it solves the problem 
of producing multiple copies. You'll get 
better, cleaner copies in less time! Phone 
your present forms supplier, to- £8 

day, for further information. -) 


*TRADE MARK REG. U.S, PAT. OFF. 


\ 
| 
| 


i NCR PAPER AND SUPPLIES 
i ACCOUNTING MACHINES - 


| ADDING MACHINES + CASH REGISTERS — 
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1958 


Part 1— 


Profile of the Office Management reader 
his role, responsibilities, opinions — 


Recently completed survey of representative cross-sec- 
tion of magazine’s readers shows they represent offices of 
every size, but are surprisingly similar in viewpoint— 


YOU'RE MORE likely to own your 
office premises than you are to rent 
them, don’t believe there will be a 
decrease in the number of office work- 
ers required in the future, and don't 
foresee any appreciable shortening of 
the clerical work week. You believe 
the greatest growth in office machines 
during the next ten years will occur in 
electronic units, but you believe that 
your particular needs would best be 
served by improvements in accounting 
and bookkeeping machines. 

You're about evenly divided on 
whether or not you believe there'll be 
significant changes in training required 
for ofice workers in the future. 

For the “you” is plural—or rather 
composite—and so you can very well 
be of two minds on some questions. 


Offices represented by readers were 
broken into six size categories, from 


the smallest, 1-100 employees— 
AUGUST 1958 


The “you” is the typical Office Man- 
agement reader, as outlined in a recent 
exhaustive survey of five thousand 
of our thirty thousand readers chosen 
at random from our subscription lists. 
The survey, conducted by Fact Find- 
ers, Inc., an independent New York 
research organization, was sent to 
every fifth name on the magazine's 
circulation list until a total of 5,000 
names had been reached. Of the 
five thousand polled, 1533 responded 
—-a reply level of over 30 per cent. 
And the interesting thing is that 
you are of two minds on comparative- 
ly few questions. That is in spite of 
the fact that your responsibilities run 
the gamut of office specialties as well 
as general administrative posts. Many 
of you are company presidents, many 


—through the four median groups, 
offices with 101-500, 501-1000, 1001- 
2000, and 2001-5000 employees— 


are systems analysts. Your range of 
specialties runs all the way from per- 
sonnel to purchasing. And yet one 
thing the survey has demonstrated 
clearly, in spite of the multiplicity of 
titles and jobs represented—in itself a 
sign of the complexity of the modern 
office—is the fact that there are more 
points on which you agree than there 
are on which you disagree. 

The survey, which has just been 
completed, took a period of three 
months to compile. Selection of sub- 
scribers to be polled, mailing of sur- 
vey questions, and tabulation of survey 
results were all handled by Fact Find- 
ers. The survey itself asked 19 spe- 
cific questions of readers—questions 
designed to outline the typical Office 
Management reader. 

And here he is: 

The chances are slightly better than 
one out of three that he works in a 
manufacturing concern, and if he does 


—to the giant concerns with more 
than 5000 employees. Average of office 


workers in all groups: 263.3. 
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Over 20 per cent of the respondents 
said their offices will be expanded 
during 1958. Of these, 69.7 per cent 
said space would be expanded 20 per 
cent or more; 36 per cent expected 
expansion of 50 per cent or more. 


No drop in number of clerical workers needed is foreseen 
a 


not work in a manufacturing com- 
pany, then the chances are better 
that even that he works for a mer- 
cantile firm of some type. For these 
two groups alone include 986 of the 
1533 respondents. Sixteen per cent of 
those polled worked in business and 
professional organizations other than 
manufacturing or mercantile concerns, 
and 5 per cent represented banks, in- 
surance companies or financial institu- 
tions. Public utilities and transporta- 
tion companies accounted for about 
4.5 per cent of the respondents, and 
government offices at all levels for a 
little more than 2 per cent. Institu- 
tional, educational, and philanthropic 
organizations were represented by 
slightly over 3 per cent of the re- 
spondent subscribers. 

For purposes of convenience, offices 
were broken into six groups in terms 
of personnel strength: offices with 1- 
100 office employees; with 101-500 
workers; 501-1000; 1001-2000; 2001- 
5000; and offices with more than 5000 
white collar workers. The Office 
Management reader in the smallest 
employee group has an average num- 
ber of 22.2 people in his office; in the 
second category, 229.7; in the third 
773-3; in the r1oor-2000 category, he 
has an average of 1628.3 fellow work- 
ers; and in the 2001-5000 group, 3549 
office employees. 

The readers who came from offices 
with more than 5000 employees have, 
on the average, the staggering number 
of 8955.6 non-production workers in 
their companies. 

The total number of office workers 
employed by the companies of the 
readers responding to the survey was 
394,936, and the average number of 
office employees for all the companies 
represented was 263.3. Total of all 
employees, including non-office _ per- 
sonnel, for the companies represented 
in the survey was 1,897,276 with 
average number of employees per 
company 1264.9. 

By projection, this would indicate 
ihe 30,000 subscribers of Office Man- 
agement, represent companies with a 
total of more than 7,400,000 office em- 
ployees. 

Interesting trends showed up in the 
role of the typical Office Management 
reader, in purchasing equipment and 
services. Well over half the respond- 
ents have either full or major respon- 
sibility for the purchase of all office 


furniture for both general and private 
offices, and an even larger percentage 
have responsibility for selection and 
purchase of all office machines, except 
electronic equipment. Electronic units, 
of course, are seldom purchased until 
long preliminary studies by a repre- 
sentative committee have been com- 
pleted. Yet even in the case of elec- 
tronic units, more than fifty per cent 
of the respondents have full or major 
responsibility for selection. 

Exact degrees of responsibility in 
selection and purchase of major cate- 
gories of equipment are as follows: 

Full or Major Some 


Respon- Respon- 
sibility sibility 

General office furniture 78.3% 18.4% 
Private offic? furniture 56.9% 26.3% 
Office machines 85.5% 12.9%, 
Duplicating & Photo- 

copying Equipment 80.3% 14.5%, 
Electronic Equipment 56.9%, 18.4% 
Telephone & Telegraph 

Services 68.4%, 22.3% 
Interoffice Communica- 

tions System 66.6% 22.4% 
Mailroom Equipment 

and Supplies 75.3% 14.6% 
Office Acoustical 

Material 53.3% 25.2% 
Office Partitions 58.7% 26.2% 
Office Floor Covering 51.9% 28.6% 
Office Floor Main- 

tenance, Equipment 

and Supplies 56.5%, 20.8% 
Water Coolers 53.0% 21.5% 


Full or major responsibility for the 
employment of general office personnel 
is held by 79.1 per cent of the group, 
and nearly 45 per cent have a sim- 
ilar role in selecting and administering 
the company’s employee insurance and 
welfare plans. 

Slightly more than one-third of the 
respondents administer offices occupy- 
ing more than five thousand square 
feet of space, with the largest group 
within this category ensconced in 
10,000 to 50,000 square feet of space. 

More than nine hundred of the 
companies represented own the space 
they occupy as compared to 601 that 
rent their quarters. Twenty-one per 
cent of the executives surveyed said 
their companies plan to expand their 
office space in 1958, as compared with 
79 per cent who said no expansion was 
planned. 

Those who anticipate expansion are 
convinced it will be a healthy one: 
Some reported their company would 
expand office space more than 100 
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— 
Further facts obtained from our 
survey. and projections based on 
these figures, will appear in the 
September Office Management. All 
figures have been verified by Fact 


Finders, Inc. 


per cent during the year; and 69.7 per 
cent of the respondents who reported 
expansion plans said their office space 
would be increased by 20 per cent 
or more. Thirty-six per cent said an 
expansion of fifty per cent or more 
was planned. Only 6.8 per cent of the 
entire group thought their expansion 
would increase office space by less than 
ten per cent. 

According to the readers surveyed, 
the recession does not seem to have 
affected office buying habits too much. 
Three of the respondents plan to 
spend more than a quarter of a mil- 
lion dollars on general office furniture 
during 1958 and 37.6 per cent of all 
who answered this question plan to 
spend more than a thousand dollars 
for new general office furniture dur- 
ing the year. 

Automation or no automation, the 
great majority of the magazine’s read- 
ets in every type of business don’t see 
any appreciable future lessening in 
the number of workers needed for 
their offices. Of the 1505 who answered 
this survey question only 21 per cent 
thought there would be a future de- 
crease in the number of clerical work- 
ers needed by American business. In- 
teresting note: respondents from banks, 
insurance companies and other finan- 
dal institutions, which are probably the 
most heavily mechanized offices in the 
country, did not differ by too large 
a factor from their opposite numbers 
in industry, government and merchan- 
dising. Only 20 per cent of the respond- 
ents in the financial group foresaw a 
drop in the requirements for clerical 
workers, 

Even fewer readers anticipate a 
shortening of the clerical work week. 
Of 1496 executives answering the ques- 
tion, only 13.1 per cent believe a 
shorter work week is on its way. 

But although so few believe there 
will be any significant change in need 
‘or clerical personnel, or hours worked 
by clerical personnel, nearly half the 
respondents do feel that the office must 
make fundamental changes in the way 
t trains its personnel, and more than 
half believe there will be an increase 

(To page 68) 
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Responsibilities run the gamut of office specialties as well as 
general administrative posts, but over half the respondents 
hold one of these eight titles: Office Manager; Treasurer or 
Assistant Treasurer; Comptroller or Assistant Comptroller; 
Corporate Secretary; Vice President; President; Factory, Plant 
or Cost Accountant; Owner or Co-Owner. 
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1. Fonts of type used for titling spine and front cover 2. One push of the lever imprints the back of the binder. 
are held in racks at operator’s left. Here she inserts type. First step of simple printing process is now completed. 


Newton simplifies record binding task 
and reduees cost 70 per cent as well 


Municipal office finds that 
taxpayers, title searchers, and 
personnel all appreciate new 


procedure— 


The City Clerk’s Office in Newton, 
Mass., has overcome the problem of 
keeping vital records bound and avail- 
able at all times—and at a 70 percent 
reduction in binding costs. So success- 
ful has this new method proved that 
other Newton city departments, such 
as the Treasurer's Office, and the 
Water and Engineering Departments, 
are following suit. 

In the past, the City Clerk’s records 
were periodically sent to a commercial 
bindery. During the 30 to go days 
needed for binding, records were not 
available to city employees and the 
public. The danger of loss through 
fire or theft was always present. An- 
other disadvantage was the high cost 
of having records bound by outside 
firms. Because of all of these com- 
plications, Newton officials would wait 
as long as three years before binding 


3. Next the front cover has identifying data stamped on it in records. : ‘ 
gold by printing machine. Here it is taken from machine. The system adopted in Newton in- 
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4. Now contents, front and back covers, and spine of 
volume are prepared for insertion in binding machine. 


volves the use of the McBee Binding 
Machine and custom-made covers and 
back which can be converted into per- 
manent binders almost at once. The 
complete permanent binders with iden- 
tifying data stamped in gold on the 
front and back covers as well as the 
spine, takes a girl only a few minutes. 
Only brief instruction of personnel in 
the use of the printing and binding 
machines is required. Another advan- 
tage is that, once records are bound, 
the danger of loss through fire is 
greatly reduced because the binders 
have a metal base. 


New flexibility possible 


Under the new method, the records 
are bound under pressure. The bind- 
ers are, therefore, compact and occupy 
a minimum amount of space. In addi- 
tion, they can be opened for the in- 
sertion of more records when this is 
necessary—a flexibility not possible be- 
fore. 

Previously, the City of Newton's 
binding bill was from $850 to $1,200 
yearly. Now, the new machine is 
rented for $10 per month. The mech- 
anical marker and type fonts were 
purchased by Newton for approxi- 
mately $154. Individual binders range 
in price from 80 cents to $3. 

But the big advantage is that citi- 
zens who want to examine chattel 
Mortgages, contracts, and countless 
other permanent records can be sure 
of finding the records available when 
they come to the Newton City Hall. 


5. After insertion in binding machine, nearly completed y > 
volume is held in position by top clamp, being set here. 


6. Records are bound under pressure, so that finished volume is compact. 
Here operator Elizabeth Murphy checks work she has just completed. 


7. J. Philip Berquits, Assistant City Clerk, (left) and Newton City Clerk Ss 
Monte G. Babas, examine records in binders made in their office. 
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Conclusion— 


NOMA eoneludes 39th International 


Conference in Chicago 


Tuesday session speakers stress communications, work 


simplification, effective creative thinking through group 


action, and employee-company cooperation, understanding— 


BUSIEST day at the 39th Annual 
National Office Management Associa- 
tion conference in Chicago, May 25-28, 
was Tuesday, the second day of the 
meeting, when four technical sessions 
were held. Concurrent morning. ses- 
sions covered Employee Communica- 
tions and Work Simplification; simul- 
taneous afternoon talks were con- 
cerned with Office Problems and 
Effective Creative Thinking. 

Morning speakers were Dr. Arthur 
Secord, professor of speech at Brook- 
lyn College, who talked on “Reduc- 
ing Costs with Effective Employee 
Communications”, and Allen’ H. 
Mogensen, of Lake Placid, N. Y., who 
discussed work simplification. 

There are five main points or rather 
sub-points—in effective }©communica- 


INTERN 


tions, Secord told the audience, the 
first of which is “speaking the other 
man’s language.” 

“If I explain something to you, and 
you don’t understand it, that mis- 
understanding is my fault, and if you 
explain something to me and I don’t 
understand it, you must accept the 
responsibility”, he continued. “One 
of us did not speak the other’s lan- 
guage. 

“Number Two, in any speech situa- 
tion there is never room for more 
than one point, one chief emphasis”, 
he went on. “The point on this talk 
this morning is how can you abso- 
lutely tell people what you want them 
to know. If I say anything that doesn’t 
bear on that point, I’m violating a 
principle about which we're talking. 


Prot: 


Gordon B. Brooke (left) Retail Credit Co., Atlanta, past International presi- 
dent of NOMA, presents the association’s Leffengwell Medal to Charles M. Skade, 
of Fuller and Smith and Ross, Inc., New York 
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“Number Three follows very na- 
turally from Number Two. And 
Number Three is that one point must 
be dramatized by an example. 

“Don’t correct anybody until you 
have an example that will make clear 
to that person why he had to be 
corrected, that will make your inter- 
ference with him seem _ reasonable, 
that will give him what the professors 
call a device to help him remember 
what he was told. 

“Number Four—master the intel- 
ligent use of praise.” 

By this, the speaker said, he meant 
congratulating a man for doing things 
well just as one would correct him 
if he were doing things badly. 

Secord disagreed with what he 
termed the Dale Carnegie theory 
which states that if a worker must be 
criticized, he should first be praised. 

“I say, never praise before finding 
fault”, he declared. 

“Let’s put it this way”, he went on. 
“I work in your office. You're my 
office manager, and you come around 
to me, and say ‘Secord, you’re doing 
a wonderful job. You're fast, you're 
accurate, and if you'll keep cleaned 
up around here, you'll be a lot better’. 

“Something will have happened be- 
tween you and me. What will have 
happened? Simply this. At that 
moment you will have permanently 
closed the door on ever being able 
to pay me a compliment in the future, 
and have it received warmly. The 
next time you say kind words to me 
in the office, fear will enter my heart, 
and [ll say, ‘I know that sir—what’s 
wrong?’ But if, when you come to 
me, you say, “Listen, Secord, this has 
got to be changed’, and you tell me 
what it is, and you give me an 
example, and we talk the thing over, 
you can drop around to my desk an 
hour later, a week later, a month 
later, a year later, and say ‘Art, that 
last job you turned out is the best 
I’ve ever seen’. And now I'll look 
you straight in the eye, and say, 
‘Thank you’ because I know you 
mean it.” 
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The new slate of NOMA officers and directors is shown at the conference: L. to R. (s : pd): Vice Presidents 


A. E. Riddle and J. R. Taylor; First Vice President W. Emmerling; International President F. A. Schultz; 
Vice Presidents R. B. Hodges, F. S. Talcott, and J. H. Quaritius; Secretary and Treasurer W. H. Evans. 
Second row: Area Directors W. S. Foster, M. A. Sherman, Irene D. Kriedberg, J. F. Hollerbaugh, A. S. 
Patrick, R. W. Purves, H. C. Wenzel and N. A. Olson. Third row: Area Directors F. D Hurt. H. S. Bohan- 
non; Director and Immediate Past President F. G. Macllroy; Area Directors J. W. Gawthorp, W. L. Myers, 


L. Allen, Jr., and E. C. Humes. 


The fifth point in good communi- 
cations, he said is an _ attitude of 
courtesy, tact, and adaptability. 

“I'm going to close”, he said, “with 
a quotation from Mahatma Ghandi. 
I believe it’s all the quotation you'll 
ever have to remember to solve any 
sales problem, to solve any human 
relations problem, to solve any com- 
munications problem in your office. 
Listen to Ghandi’s statement: 

“God himself dares not appear to 
a hungry man except in the form of 
bread. 

“If a man is hungry, he’s not inter- 
ested in streets that are paved with 
gold, or in pearly gates, unless he 
gets something to eat with them. 

“If you want me to do something 
for you, present it in terms of my 
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needs, my wants, my dreams, m 
aspirations. If you and I will bea 
that in mind, that ‘God himself does 
not dare appear to a hungry man, 
except in the form of bread’, our 
human relations will improve, our 
communications will get — across 
quicker, and more accurately, and the 
companies with which you are asso- 
ciated, the civilization in which you 
are living, the countries in which you 
are living, as well as each of you 
individually, will prosper.” 

Mr. Mogensen, the other Tuesday 
morning speaker, decried many books 
that have been written about work 
simplification, since, he said, they tend 
to confuse work measurement with 
work simplification. 

Work simplification is particularly 


important at this time, he said, be- 
cause there is a serious challenge being 
posed to American industry to im- 
prove productivity—and —_ machines 
alone cannot accomplish this. 
Foreign goods in every field are 
constantly getting better, he told the 
audience, and American goods are not. 
“IT am not here saying that we 
should put up trade barriers or tariff 
walls against this merchandise”, he 
stated, “but I am saying we have to 
go to work to become more produc- 
tive than we are now if we are going 
to compete, either on the basis of 
meeting the inroads of this merchan- 
dise, or in our military hardware race 
with the Russians. I am not talking 
about a two per cent or a four per 


(To page 76) 
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No easy way is offered, but the eleven points outlined 


can act as guideposts to clearer, more effective letters— 


by Norman F. Kallaus 
Department of Office Management, State University of Iowa, Iowa City, lowa 


READING maketh a full man, con- 
ference a ready man, and writing an 
exact man.” 

These sage words of Bacon, who 
no doubt was referring to good writ- 
ing, have a direct, special implication 
to today’s office work. The principal 
function of our offices is the verbal 
transmission of information—the raw 
material of management’s records and 
reports. And from the facts in these 
records and reports, come executive 
decisions. Business is transacted. 


letter is simply the medium used to 
transfer ideas from you, the writer, 
to someone else. It comes as the re- 
sult of much hard work. 
isn’t the answer. “Cramming” from 
a book won't help much; neither will 
imitating the writing style of others. 
We learn to write good letters “by 
doing,” by practice. 


Osmosis 


If you really want to improve your 
writing skill, then continue rewriting 
your letters until each time they're 
somewhat improved. Remember your 

“Verbal,” by definition, means onl. goal: getting your ideas clearly and 
one thing: words. Today’s efcient quickly to the reader without mis- 
office administrators should Ja adept understanding or the need for further 
in the practice of using Wiggs, espe- explanation. 
cially since letter writing nc#@s the 
list of correspondence duties of the 
office manager. To him, a writing 
skill is fundamental. Contacts be- 
tween offices, between branch plants, 
with the customers and suppliers can 
build or destroy good will, gain or 
lose business, help or hinder his job. 
The good letter or memo successfully 
bridges the space gap between the 
writer and reader and serves as the 
intermediary between these two sep- 
arated parties. But unfortunately, 
everyone cannot write a good letter 
without a little help now and then. 


2. Write conversationally, but don’t 


ramble . . . Laurence Sterne suggests 
that “writing, when properly man- 
aged, is but a different name for con- 
versation.” We can’t take this “write- 
as-you-talk”, advice too literally. Un- 
fortunately, some of us are long-wind- 
ed in conversation and in our letters, 
too. Rather we should write in a 
simple, natural, conversational style. 
Make the reader feel important by 
stressing his name, his needs, and 
interests. Send him a personally typed, 
rather than a duplicated, letter. Put 
him in the limelight whenever possi- 
ble. Perhaps you can use his name 


One sure way for the office worker 
to write effective letters is described 
in detail here. It is not an easy way: 
there are no proferred short cuts; 
there is no bag of gimmicks or kit 
of materials, no magic abracadabra 
that will work. The road to good 
letter writing is simply a do-it-your- 
self route. In charting your course, 
you'll find these ten tips helpful, prac- 
tical, and easy to follow. 


1. Learn by doing 
34 


- A good 


Here’s your check list for 
better business letters— 


in both the salutation and in the body 
ot the letter. 

Here are some overused, easy-to- 
write stilted expressions: 

(1) Enclosed herewith is our check 
for $25. 

(2) Your prompt attention will be 
gratefully appreciated. 

(3) We regret the undue delay that 
our errors have caused you. 

We don’t talk like this, do we? 
Why not write what you would say, 
as long as you say it well—and even 
if you dabble in a bit of “slanguage,” 
now and then. The tone and overall 
effect is what is important. How 
about these improvements over the 
trite expressions above: 

(1) I didn’t forget, Bill; here’s my 
check for $25. 

(2) Getting this order to us by the 
24th will assure our family a Merry 
Christmas. 

(3) Sorry I overlooked your rush 
order, Mr. Creen, we'll try to keep on 
our toes from now on. 

By using a personal tone, as if you 
were talking with a friend, you’ve in- 
dividualized and humanized — your 
letters. The fellow on the “reading” 
end will be grateful. With letters 
like these, the reader wants to read 
on! And that’s your purpose for writ- 
ing, isn’t it? 

3. Forget your business jargon . . . 
Letters sounding like this are still too 
commonplace: 

Agreeable to your letter of Jan- 
uary 2, we have consulted with 
due care our sales department 
to ascertain the status of said 
contract. Accordingly, permis- 
sion is hereby granted to modify 
said contract, as per our tele- 
phone conversation of recent 
date. 

Trusting to hear from you in the 

not-too-distant future, I remain 
Doesn’t this sound much better?: 

I checked with Bob Carleton, 


(To page 70) 
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“DO-IT-YOURSELF” BUSINESS WRITING CHECK LIST 


A check mark in the "Yes" column will show your writing skills; in the “No column, your writing 
weaknesses. 


YES NO 


1. LETTER LENGTH . 


1. Is your letter weal less than one page long? __. _-_ — 
2. Do your sentences usually average no more than 15 or 20 words? _-_ — 
3. Are your paragraphs short—averaging 6 or less lines? _-_ —- 


ll. OPENNG PARAGRAPH . 


1. Have you briefly and dente mentioned the subject of the letter, perhaps even 
referred to previous correspondence?..._.... _— 
2. Did you get the reader's attention and make him want to read on? _— 
3. Have you avoided a stilted opening? ... =. ss. _— 
Poor: Your letter of the 4th has been received. 
Good: Thanks for your fine letter of March 4. 
4. Do you vary your letter openings in a natural manner (as you would when 
greeting a friend on the street?) 


BODY AND LANGUAGE OF THE LETTER . 


1. Are you concise, word-thrifty, without sansa sale Comfeny? .........-..- _-_ — 
2. Do you usually use active (lively) verbs rather than passive (sluggish) verbs? — — 
Passive: It IS hoped that you can fill this order very soon. 
Active: We HOPE that you will fill our order soon. 
3. Whenever possible, do you choose simple words over the unfamiliar, complex 
words that reduce reading rate and understanding? -_-_ — 
Does your letter have a sunny, friendly tone, with a fresh, individualistic form 
I oon ek ice eas nae eRe 


4 
5. Have you used personal pronouns (I, you, we, our, us) and ' you" ‘ words in 
6 


your letters frequently? _ _. 
Have you personalized your letter by referring to the reader by name? 

| think you've got a good idea, Mr. Blair. 

Well, Mr. Martin, if you don't succeed ... 


7. Did you remember to cut down on these old-fashioned forms in your business 
slg co Sen tnc se  eg = Pan aed 8: 6:3 


Using 3rd person: The WRITER wishes to thank you... 
Trite expressions: SAID contract is enclosed HEREWITH. 

8. Are you able to use connectives (and, besides, still, nevertheless) eeeded 
to tie together your ideas within paragraphs? i 


9. Have you kept in mind the good advice, "Never thank in advance’’? nae = 


S CLOSING PARAGRAPH ... 
4 1. Is your closing a short, clear statement of action you want from the reader? — — 
é Example: Simply drop the card in the mailbox. 
eo 2. ‘Have you fee the — closings such as, "Thanking you for your 
interest, | remain... 2?” 2... ECP ea peer ee tree er a - 
MISCELLANEOUS... 
1. Are your sentences complete (one thought per sentence)? | _-_ —- 
ere _- —- 
; 3. Are all names spelled correctly, all dates and figures double-checked? ___ eee 
ie: 4. Do all the mechanics and letter appearance show good taste and fiom? .. —- — 
. 5. Will your letter successfully take the place of a personal visit? -_- — 
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Flow chart illustrates operation of parts replacement system. 


Integrated paperwork control speeds 


replacement of aircraft parts 


Teletype reporting system automatically creates ship- 


ping copies, master records for parts disbursements from 


main American Airline inventories at Tulsa or New York— 


by A. G. Mackey 


Manager, Material Control, American Airlines, Inc., Tulsa, Oklahoma 


THE FLOW of repairable spare parts 
for the American Airlines fleet is con- 
trolled through a teletype order pro- 
cedure. It takes all kinds of parts and 
supplies to maintain American’s huge 
passenger and cargo fleet, and the 
greatest investment and activity in- 
volves those which are removed at a 
station and sent to an overhaul base 
for repair. These parts range from en- 
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gines and flight controls down to pas- 
senger reading lights. 

Scheduled removals are a part of 
the preventive maintenance program. 
In addition, there are unforeseen re- 
movals required to keep the aircraft in 
top working order. All these changes 
require constant spare parts support 
of newly overhauled units to replace 
those removed. 


All American Airlines maintenance 
stations carry a supply of serviceable 


units and exchange repairable parts | 
. ' 
with the company’s bases at Tulsa or 


New York. When an assembly such 
as a starter is removed, it is sent to 
the base and routed through a service 
shop for overhaul to like-new condi 
tion. At the same time, the base must 
send a good replacement unit to the 
station. 

Formerly, a repair tag was written 
by the station, attached to the unit, 
and both were shipped to the over: 
haul base. At the base, one copy of the 
repair tag was used as an order of 
the stockroom to ship a_ serviceable 
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unit to the station. Another copy of the 
tag was used to keep track of the unit 
in the service shop and insure its 
return to stock after overhaul. 

The station also mailed one tag 
copy to an analysis section at the base. 
There, the amounts and reasons for 
removal were manually tabulated and 
the data used for investigative action. 

Under this system, each _ station 
needed enough of each spare item to 
stay in the replacement business while 
a defective part went to the base and, 
subsequently, an overhauled unit was 
in transit to the station. 

In an emergency, the station would 
send a teletype message to the base 
asking for rapid replacement. In this 
case, a shipping form was handwritten 
by the base for each replacement part. 


Study started in 1955 


Even before current planning for 
jet aircraft, the volume of these ex- 
changes amounted to 120,000 annually 
and a significant amount of clerical 
effort was applied to them. Because 
of the volume of transactions and the 
need to reduce pipeline quantities, the 
need for an improved system was recog- 
nized. So in 1955, a study was made, 
aimed at reducing the time it takes to 
get a part to the station and also with 
the objective of putting the analytical 
data in more suitable form. 

There were two factors in the com- 
pany operation which worked favor- 
ably for a change. The first is that 
American Airlines operates one of the 
largest private line Teletype (PLT) 
networks in the country to assure good 
reservations advice and important flight 
information. This circuit includes all 
the points where parts service is re- 
quired. The second is that, separately, 
a committee had just completed a 
study on a standardized part number 
for all parts exchanged. This standard 
part number identifies the part better 
and relates it to the portion (a system) 
of the aircraft on which it is used and 
combines like parts under a single 
number. Such a number eliminates 
lengthly identification and provides a 
classification medium for analytical 
data. 

Taking advantage of both of these 
factors, an integrated system of parts 
exchanges was developed around tele- 
type equipment and an IBM_ tape-to- 
card punch. 

Essentially, here’s how the system 
works: (See Figure 1). The station 
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prepares a repair tag for each part to 
be exchanged. 


This tag includes the shispiny? *) 


priority required for the replacement, 
the quantity and part required, the 
aircraft number from which the part 
was removed and the reason for re- 
moval. 

The first copy of the tag is a PLT 
message which the Teletype operator 
transmits to the base. Another copy 
of the tag is sent to the overhaul shop 
with the part. A third copy is kept 
by the originating station. 

At the base, the station message is 
received on a shipping memo form in 
the receiving Teletype machine. This 
is a continuous form on a pin feed 
platen which automatically advances 
to the next printing position at the 
end of a message. This form is used 
by the stockroom to make a replace- 
ment to the station. 

One immediate beneht of the new 
system is the more rapid shipment 
of spares to the station because the 
replacement request arrives at the base 
stockroom immediately after the un- 
serviceable unit has been removed. The 
station supply of spares need only be 
great enough to cover maintenance 
needs while the serviceable spare is in 
transit; half the old time period. 

While the message is being received 
at the Base on a visible shipping copy, 
a five-channel tape is also being cut 
containing the entire text transmitted. 

This tape is fed to a tape-to-card 
punch and a punched card created for 
each transaction. 


Cards tabulated monthly 
These cards are tabulated monthly 
providing data on total removals of 
each part, where the removals oc- 
curred, and reasons for the removals. 
From these reports, “trouble trends” 
can be spotted and corrective action 
started. Also the rate of removals is 
correlated to aircraft flying hours and 
a workload forecast is produced. This 
is the standard reporting system that 
is replacing the former manual tabu- 
lation. 

There are other applications which 
are being experimentally applied. For 
example: A punch card is used in one 
shop to alert personnel to the amount 
of incoming material due. When the 
unit is disassembled, the shop findings 
are entered on the card. This is sub- 
sequently keypunched for the tab card 
summaries for analysis. 

Also we plan to correlate the date 


of removah withthe date the “unit is 
regeiyed| ‘ad fhe_oyerhall “Shop, on a 
sampling basis, and confirm in-transit 
times. Then we can take action to 
reduce the time lag. 


When this system was first de- 
veloped, it was realized that the last 
manual entry would be made by the 
Teletype operator at the transmitting 
station. The operator's ability would, 
in large measure, affect the legibility 
of the text of the message. Careful at- 
tention was needed in preparing the 
form and transmitting the message, so 
an intensive training program was set 
up to stress the importance of legible 
entries on the form and keying ac- 
curacy. Sample messages were sent 
and the effect of errors made clear. 

To further aid in the system con- 
version, it was phased in, one station 
at a time, at large volume locations 
first and small locations thereafter. As 
a result, the installation of the system 
was carried through smoothly. There 
were some minor misunderstandings; 
again, the base monitored the mes- 
sages closely and pointed out errors 
to the originators, constantly pushing 
down on pure transmission errors. 
Finally, (and perhaps most important 
to the station), it was pointed out that 
whenever a message was garbled, 
replacement part could not be shipped. 
As a result, now, incorrect shipments 
due to message errors are down to 
less than one-half of one per cent. 

Plans are being developed to let the 
station send its orders for all other 
supplies via the same system. Because 
of variances in accounting require- 
ments, text content and form, some 
elements of these supplies ordered 
will differ from those for exchanged 
parts. 

The American Supply Organzia- 
tion’s relation to the airline station 1s 
analogous to that of any supply com- 
pany dealing with its customers. From 
the standpoint of customer service, the 
Supply Organization is as interested in 
service to the stations as American is in 
service to passengers or freight cus- 
tomers. Further, the parts at stations 
also represent the airline’s money. So 
pipeline and distribution improvements 
reduce the overall investment and im- 
prove the availability of spares for 
more effective use. 

With the integrated system, Amer- 
ican Airlines has taken another step 
toward rapid service in the impending 
jet aircraft operation. 
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“AUTOMATION 


IN THE OFFICE 


Engineer makes final adjustment on first production model of NCR’s new character amount imprinter before shipment 


NCR reaches third step in “bank automation” plan; 
Burroughs announces four new developments 


The first shipment of a production- 
model magnetic character imprinter 
has been announced by The National 
Cash Register Company. 

The magnetic character imprinter 
was delivered to General Electric 
Company for installation in the Bank 
of America’s ERMA automation sys- 
tem. The machine imprints dollar 
amounts on checks and deposits as a 
by-product of the regular proof opera- 
tion. It can be used with conventional 
National Cash proof machines. The 
imprinters will be attached to NCR 
proof machines now in operation at 
the Bank cf America. 

The same imprinter can be at- 
tached to special National adding ma- 
chines to imprint items as a_ by- 
product of listing and proving incom- 
ing mail and clearings. 
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In conjunction with a magnetic 
character sorter, the imprinter makes 
possible full mechanization of check 
and deposit sorting the manufacturer 
reports. This is the largest single 
paper-handling job in banks today. 

In 1957, National Cash announced 
a complete timetable for bank auto- 
mation by progressive stages. The 
first step in this timetable was elec- 
tronic posting of checking accounts. 
The company has already _ installed 
more than 2,000 Post-Tronic machines 
for this purpose, and says they are 
now posting approximately 10 per 
cent of the nation’s checking accounts. 
The second step was development ot 
a high-speed sorter by Pitney-Bowes, 
Inc., and NCR. The first of these 
units was delivered several weeks ago 
to G. E. which will provide an elec. 


tronic reading mechanism for the 
sorier. 

The imprinter represents the third 
phase of the automation program. The 
fourth step, scheduled for 1969, ‘s 
production of fully automatic Post- 
Tronic machines. This will, National 
Cash reports, constitute the first fully 
automated —check-processing system 
which does not require a costly clec- 
tronic computer. 


Burroughs shows small computer 
Burroughs Corporation has am 
nounced four major new develop- 
ments: a new punched card input 
unit for its E1or electronic computer; 
the first installation of Burroughs 
electric bank proof machines, in 4 
Detroit bank; achievement of a high 
speed data recording system, which 
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can translate electronic communica- 


tions into legible text, and intro- 
duction of a new small computer. 

The new punched card unit for the 
E1o1 computer permits separate or 
intermixed data and instructions to 
be read into the desk-size digital com- 
puter from punched cards. Cable con- 
nected to the E1or for simplified re- 
moval and hook-up, the unit is used 
in conjunction with modified versions 
of standard card key punches. An 
automatic-to-manual switch allows the 
operator to decide whether the ma- 
chine will accept data and instruc- 
tions from the punched cards or from 
keypunch’s keyboard. 

First deliveries of the new device 
are scheduled to be made late this 
year. Cost is $5,500; rental will be 
$175 per month. 

Instruction entered manually ofrom 
the keypunch can simultaneously be 
punched into cards, allowing the pro- 
grammer to prepare his program deck 
as he tests his instructions. 

Initial control of the card units is 
achieved by the Ero1’s programming 
pinboards. Flexibility of card column 
selection is provided by an auxiliary 
program drum card, which allows 
five different formats for direct use 
of data already on punched cards. 

Unit speed is 17 to 20 card columns 
per second, depending upon the key- 
punch model used. 

Input to the E1or can also be 
accomplished through a punched paper 
tape unit. Development of the new 
input unit provides the desk size com- 
puter with three means of input on 
punched cards, paper tape, and key- 
board. 

The National Bank of Detroit re- 
cently completed and placed in opera- 
tion the first installation anywhere of 
Burroughs new high speed electronic 
bank proof machines. 

Used to sort, list and total the 
amounts of checks drawn on other 
banks but cashed and processed by 
the National Bank of Detroit, the new 
machines, according to bank spokes- 
men, bring greater speed, accuracy, 
and a greated protection factor to 
this phase of bank operations. 

Operations of the proof machines 
represent a departure from previous 
methods of mechanically handling 
proof operations. Acting upon orders 
electronically activated from a master 
control unit by the operator, the new 
machines are able, according to the 
manufacturer, to carry through auto- 
matically many decisions and opera- 
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tions that formerly required human 
control. 

The new machines use printed cir- 
cuits of the type used in giant elec- 
tronic computers. 

The proof machines basically are 
built on three basic units: a master 
control unit which issues electronic 
orders under the direction of — the 
operator, a 27-pocket unit for sort- 
ing and endorsing checks; a 27-tape 
listing unit for check 
amounts and totals. 

In operation, the operator con- 
trols all three units from her master 
control panel. She simply lists all of 
the checks, and then the machine 
automatically sorts and distributes 
them to their proper classifications. 
The machine also, in addition to pro- 
ducing a complete master tape record 
of all work, proves the accuracy of 
both the operator's and the depositor’s 
listings, allowing the operator to cor- 
rect any errors. 

“Electrographic Recording”, the re- 
sult of more than eight year’s labora- 
tory research, is employed in another 
new Burroughs device which, on re- 
ceipt of messages in the form of elec- 
tronic impulses, can translate com- 
munications into printed characters 
and words at the rate of 30,000 matrix 
characters per second. 

Products based on this technique 
for which several applications are now 
being worked out, according to Bur- 
roughs, produce controlled, visible dots 
by direct electrical impulse. 

Essentially, the process utilizes a 
controlled source of electricity to form 
small charged areas on a_high- 
resistance surface such as a coated 
paper. 

The electrostatic latent image 
formed by the charged areas is made 
visible by application of powdered 
ink, permanently fixed by the appli- 
cation of heat. 

The recording head is formed by 
35 tiny wires leading into and through 
an odd, triangular-shaped piece of 
plastic. The wires are polished flush 
with one corner of the “triangle,” 
or printing head, to form a rectangle 
seven wires high by five wires wide. 

This is the matrix—72 of them in 
a row to form a printing line. They 
do not touch the paper but are main- 
tained at a fixed distance from the 
paper surface. 

Electric pulses will selectively charge 
all 35 wires or any combination of 
those wires in each head. The letter 
“B”, for instance, would be formed 


recording 


by charging the specific wires in the 
head, which, in combination would 
outline “B”. 

A normal line of type, such as ap- 
pears on this page, is made possible 
by setting up the first character in 
the line across all 72 heads. The only 
head that prints is the one selected 
by a coincident pulse to the back 
plate, or “anvil”. The electrostatic 
charge can be deposited in one micro 
second (one millionth of a second). 

The second character in the word 
would be set up across the line and 
printed serially in a similar manner. 
Obviously, a line 72 characters wide 
would require only a small fraction 
of a second. 

During the stage, the 
electrical discharge from the printing 
head to a metal plate—grounded or 
of polarity opposite that of the print- 
ing head—is used as the source ol 
charge to form the electrostatic latent 
image on the paper surface. 

The size of the image depends 
mainly upon the polarity, the electric 
field strength and the surface coating 
used on the paper. A relatively low 
negative voltage applied to the point 
electrode gives small, round dots. 

The new Burroughs Series F 2000 
Computer, newest addition to the 
company’s data processing family, 
represents, according to the manu- 
facturer, “a highly practical investment 
for business firms, banks and govern- 
mental agencies because of its sim- 
plicity of operation and high degree 
of reliability—along with low original 
and maintenance costs.” 

“The Series F 2000 Computer, with 
Burroughs mechanical plugboard pro- 
gram selector, provides greater pro- 
gramming flexibility than that of com- 
puters costing thousands of dollars 
more,” Ken T. Bement, Burroughs 
Division sales manager, reports. 

Up to 19 memory units may be used 
for data storage of varying factors or 
totals with the Series F computer. 

Among the data storage features of 
the new machine are multiplier, mul- 
tiplicand and product 
storage. 

Four or more routines may be pro- 
grammed on _ each __ interchangeable 
mechanical plugboard—and each pro- 
gram directs the computer through 
all of its automatic operations. 

All mathematical —functions—sub- 
totalling, totalling, carriage movement, 
printing and read-out—from any one 
of the 19 memory storage units may 
be performed automatically. 
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Conclusion— 


Why small companies may need automation 
even more than larger concerns 


Minnesota State Government survey, basis of which was 


described last month, illustrates in its applications the prin- 


ciples of the “two levels of automation—’ 


by Robert M. Smith 


THE application in the last depart- 
ment—the Department of Public Wel- 
fare—is sudstantially different. Here 
“the wide variety of activities, and the 
feeling that incidental benefits would 
be derived from an intensive _ pro- 
cedures study, these benefits going be- 
yond direct data processing savings” is 
the key. Here, the goal was not to re- 
place one way of accomplishing specific 
steps by another more efficient method. 
Here the goal is a whole new way of 
doing work, which will give results 
not formerly possible. 

Reason for the accounting function 
being chosen, to quote from the Feasi- 
bility Study report: 

“The State auditor’s function itself 
was regarded by the team as having a 
‘large potential’ within its own office. 
However, the closely related account- 
ing functions carried on in all other 
departments, if they were to be inclu- 
ded, increased the magnitude of this 
opportunity greatly. For this reason, it 
was decided to analyze the accounting 
function as a total function throughout 
these several departments. 

“This decision to investigate the ac- 
counting function on a basis of quan- 
tity of work was supported as well by 
an apparent opportunity for procedural 
simplification. There appeared to be 
substantial duplication of effort and 
records, in some cases at three levels of 
the State organization. In addition to 
procedural simplification, it was felt 
very strongly that the advantages of 
more rapid processing and greater ac- 
curacy, which are inherent in electronic 
data processing, were of paramount sig- 
nificance in the accounting function.” 

Within each of the five major areas, 
all procedures were examined to elim- 
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inate those which did not seem to offer 
much leeway for mechanization. These 
included clerical activities which called 
for a good deal of subjective judgment, 
or which had a relatively small data 
volume. But after this elimination, the’ 
work load remaining, all of which was 
to be adapted to computer processing, 
represented almost 60 per cent of the 
total data processing load of the State. 

To illustrate the abilities of a com- 
puter to handle both levels of automa- 
tion when volume of data is large 
enough to justify an electronic installa- 
tion, let’s analyze what it could accom- 
plish in Minnesota in two specific 
areas: accounting and welfare. 

In redesigning accounting procedures 
in Minnesota for the electronic applica- 
tion, key objectives were the elimina- 
tion of duplication and improvement 
of management and accounting con- 
trol. 

The procedures developed provided 
for direct input of source data into the 
computer, which automatically updates 
all accounting records affected by the 
data during the computer run. After 
each run, ledger pages of the books of 
account are printed out, as is required 
by the state auditor. As a by-product 
of the same basic run, copies of allot- 
ment ledgers are provided for each de- 
partment. This eliminates the need to 
prepare duplicate books separately. 

Now, in this instance, even though 
accounting procedures were redesigned 
for machine application, and various 
manual duplications of records were 
eliminated, the basic end results achiev- 
ed are the same as those sought under 
conventional methods. This application, 
then, would represent, in the termin- 


ology of this article, an instance of 


“first level automation,” in which the 
great mass of data handled, and the 
necessary speed with which it must be 
handled justify a computer application, 
instead of the use of the simpler ma- 
chines that would be appropriate at 
another organization level. 

The use of the computer in handling 
Welfare Department statistics illustrates 
the second level, since here the capaci- 
ties of the computer makes it possible 
for the state to obtain end results en- 
tirely different from those it has used 
in the past. 


Two fields 


function 


selected 
The chosen for detailed 
procedural study in the Department of 
Welfare was statistical reporting. This 
in turn was subdivided into three cate- 
gories: 

1. Child Welfare 

2. Institutional reporting, including 
medical statistics and population move- 
ment 

3. Public assistance. 

In these three areas, the greatest work 
load fell in child welfare activities, and 
in institutional statistics. Thus, it was 
decided to concentrate on a study of 
possible advantages that could be 
gained by a computer application in 
these two fields, reserving for later 
study possible applications in public 
assistance procedures. 

In the area of child welfare activ- 
ities, the computer allowed the com- 
bination of various types of data, pre- 
viously separately channeled and_ re- 
ported, into one overall record. Thus, 
in the Minnesota application, we see 
an example of “second level” automa- 
tion, the possibility, through the spe- 
cial abilities of the computer, to 
different results from those 
achieved in the past; the ability to 
eliminate many of the steps previously 
necessary to the reporting and record- 
ing function, and, as a result, come 
up with entirely new and better rec- 
ords. 

Minnesota under conventional pro- 
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Women office workers visit Ansul’s fire test field on tour 


How Ansul Chemical uses scheduled plant 


tours to indoctrinate clerical workers 


Women clerical workers gain better understanding of 
company’s work and policies through touring all company 
facilities, and meeting with top officials informally— 

by D. C. Johnson 


Office Manager, Ansul Chemical Company, Marinette, Wis. 


PEOPLE support what they help 
create . . . “People are the real 
competitive difference between com- 
panies and products.” 

These concepts have real meaning 
at Ansul Chemical Company and we 
work hard to make them come alive 
for our people in their everyday 
tasks, 

One of our problems, common to 
many firms, is helping our salaried 
office women understand the part they 
play in our daily business activities. 
This understanding, we feel, helps 
them generate interest and enthusiasm 
in their work. 

This is not only management's 
opinion. The women themselves had 
revealed, during regular information 
meetings with their supervisors, that 
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they had an interest—even though 
somewhat vague—in learning more 
about the company. Their super- 
visors explored this interest with them 
and it was jointly agreed that an 
information program should be de- 
veloped. One of the key elements 
was a plant tour. In a sense, then, 
the salaried office women had helped 
create their own information pro- 
gram. Based on similar experiences 
with other groups of employees we 
believed the women would find this 
tour very meaningful—that they would 
support it. 

The plant tour idea is certainly 
not new, but it may be helpful to 
others considering the same technique 
to know why we decided to have 
them, some of the procedures we 


followed, our objectives and our 
measurement of results. 

We've already discussed how man- 
agement obtained data from the 
women that inspired the plant tour 
idea, now let’s take a look at our 
objectives: 


e We wanted to give each woman 
a broader view of Ansul by 
showing her the total com- 
pany—office, research, and the 
various manufacturing opera- 
tions. 

e We wanted to help each woman 
see how her job fits in with her 
department, the division she 
works in and the company as a 
whole. 

e We wanted the women to have 
the chance to ask questions 
about what had been seen and 
heard to help broaden their in- 
terest in the company. 

e We wanted the women to meet 
top management executives, out- 


(To page 68: 
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A New automation unit 

The “WROC 452” is designed to in- 
crease the Co Selector, Pilot Selector 
and Digit Selector capacity of the 
IBM 407 Printing Tabulator. The 
unit consists of a flexible type Control 
Panel containing 32 selectors, each one 
of which may, by control panel wiring, 
be made to operate in the manner of 
an IBM type Pilot or Co Selector. 
Management Assistance, Inc., 40 Ex- 


change Place, New York. (A-1) 


V Plate, card remover 

The “Quik-Stripper” removes _ plates 
and cards from commonly used styles 
of Addressograph frames, including 
frames holding more than one plate. 
The device is equipped with 2 hoppers, 
one to hold unstripped frames and one 
to hold stripped frames. When 
stripping frames with this device, the 
operator does not touch the embossed 


plate or ink on the plate. Addressing 
Machine Co. of California, 667 Mission 
St., San Francisco, Calif. (A-2) 
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_ sition. The “Card Caddy” 


New 
for the office 


V Desk tray 

This aluminum file tray holds 3” x 5 
index cards in capacities of 6”, 9”, 12’ 
18” and 24”. The tray is made of 
golden anodized aluminum extrusions. 
Follower blocks slope, permitting index 
cards to stay open at any desired po- 
will fit 


” 


> 


standard desk drawers for immediate 
availability at user’s place of work. La 
Jolla Industries, Inc., 4606-16 Santa 
Fe St., San Diego, Calif. (A-3) 


V Check-writing machine 
This electric “Quik-Set” machine prints 
code numbers on checks, deposit 


tickets, signature cards, ledger sheets 
and other forms. Model QC has deeply 
engraved wheels on solid brass together 
with an automatically fed ribbon. It 
is equipped with a sliding platform on 
ball bearings, with a dial for setting 


the depth of print. Ajax Business Ma- 


chines, Westbury, N. Y. (A-4) 


V_ Keyboards 

Keyboards which can be custom made 
to customer requirements in any size 
and key arrangement come in portable 
hand sized units to desk-type models, 
with number of digits and leters tail- 
ored to customer’s specifications. The 
keyboards can be used in ac or dec 


circuits from 6 to 120 volts. The key- 
board housings are made of stamped 
steel, finished to the customer’s speci- 
fications. Concord Control, Inc., Bos- 


ton, Mass. (A-5) 


V Work center 


The new “Storaway” line for data 
processing equipment provides a work 
center with room for storing control 
panels, forms, and other materials. The 
units have adjustable shelves, plastic 
laminate work surface, stainless steel 
trim and electric welded construction 


—qualities of both single- and double- 

width models. Tab Products Co., 995 

Market St., San Francisco, Calif. 
(A-6) 
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A Laminator 

This desk-top “Ply-On Laminator” per- 
manently covers one or both sides of 
a paper with thin, clear pliable sheets 
of plastic film which protect and pre- 
serve the encased document. American 
Photocopy Equipment Co., 1920 W. 
Peterson Ave., Chicago. (B-1) 


V Microfilm printer 

A new microfilm printer allows users 
to reproduce and unitize in one dry 
operation at low cost. Unitization can 


be made from original roll to Actifilm 
sheet or to Filmsort aperture card, or 
from Filmsort aperture to Ozacard. 
Exposure time is less than 1 minute. 
Three aperture cards may be dupli- 
cated at the same time. The printer 
operates on 115v 60 cycles. Ozalid 
Div., General Aniline and Film Corp., 
Johnson City, N. Y. (B-2) 


A Data processor 

This machine accepts fixed data from 
tabulating or edge-punched cards and 
Variable data through its simplified 
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keyboard. The two data inputs are 
automatically combined and punched 
out on tape. The tape output can be 
fed directly to a computer or to tape- 
to-card converter for use in tabulating 
machines and systems. Taller & Cooper, 
Inc., 75 Front St., Brooklyn, N. Y. 
(B-3) 


Vv File desks 


Work stations for the Flexowriter ma- 


chine and its operations organize all 
punched data at the operator’s finger- 
tips for fast machine production, and 
house (60-in. desk model) up to 3500 
4-foot tapes or 39,000 edge-punched 
cards in 12 square feet. Finger-tip vis- 
ibility of tapes and cards is featured, 
as well as undercoated desk top to re- 
duce vibration. The Shaw Walker Co., 
Muskegon, Mich. (B-4) 


A Mail opener 

The “Speed-O-Print” Executive auto- 
matic mail opener can electrically open 
up to 600 letters per minute. The unit, 
without stand, is priced at $174.50. 
The “Speed-O-Stand” is priced at 
$49.50. The letter opening machine 
opens envelopes of any size and thick- 
ness and has an adjustable trim cut 
with separate trays for letters and trim 
strips. Speed-O-Print Corp., 1801 W. 
Larchmont Ave., Chicago. (B-5) 


For further information, use 
Readers’ Inquiry Coupon on 
Page 86. 


V Dictating, transcribing 
machine 

The Norelco “35” office dictating and 
transcribing machine is portable and 
loads with magazine tape. To record 
or play back the magazine is dropped 
in its receptacle and the start button is 
pushed. The “35” comes with choice 
of either transcription or dictating ac- 
cessories. Transcription accessories in- 
clude foot control, type-writer control, 
stethescope head set and single ear 


piece. The unit is priced at $179.50. 
North American Philips Co., Inc., Dic- 
tating Equipment Div., 230 Duffy 
Ave., Hicksville, Long Island, N. Y. 

(B-6) 


V Portable collator 

A new portable collator features man- 
ual paper gathering at what, according 
to the manufacturer, are unusually 
high speeds. Normal speed is 6000 
sheets per hour. The machine is made 
of aluminum, weighs 7 pounds and 
will accommodate any size paper up 
to 17- x 14-in. Each of 12 stations hold 


500 sheets of 16 pound paper. It is 
priced at $37.50. 4. P. Heinz Co., 
2422 Lunt Ave., Chicago. (B-7) 
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V Wastebasket 
The “Director” wastebasket is water- 
proof and seamless, and has a mar- 


proof bumper around the top. The 
basket is finished in Leathertone and 
comes in 4 colors, nickel gray, regal 
red, toast brown, and clover green. 
It is produced in 2 sizes, $31 with a 
10” top, and $32 with a 12” top. Fibre 
Forming Division, Arvey Corp., 202 
Franklin St., Olean, N.Y. (C-1) 


V Storage cabinet 

This office storage cabinet has a seam- 
less back so that it can be used as an 
office divider as well as for storage. 
Door hinges are hidden and and each 
cabinet contains 4 adjustable shelves 


ak ‘a 


that can be locked into place. Outside 
dimensions are 78” x 36” x 18”. Steel- 
case Inc., 1491 Division Ave., Grand 


Rapids, Mich. (C-2) 


< Modular partition 

The “Mainliner” series of free-standing 
modular partitions is designed for non- 
residential buildings, and the partitions 
sections are interchangeable. These 
panels are available in heights of 42”, 
54”, 68” and 84” and in widths from 
12” to 66.” The Mills Co., 980 Wayside 
Rd., Cleveland, Ohio. (C-3) 


< Seating 

The “X5” executive posture chair has 
adjustable seating, foam rubber cush- 
ioning, solid walnut arms and a va 
riety of upholstery choices. Frames of} 
solid cold-rolled 4” steel bar provide 
strong construction. Arm chair “X2" | 
has contrasting upholstery and match. | 
ing arms. Robert John Co., 202 S, 
Hutchinson St., Philadelphia. (C-4) 


A Swivel chair 
This executive posture chair $220 has 

a special nylon base sleeve and hubf 
made of nylon designed for extra wear. 

The chair also has adjustments to a 
the physical characteristics of the user. 
Browne-Morse Office Furniture Co. 
Muskegon, Mich. (C-5) | 


V Office desks 

The Spacemaster series now include | 
general office desks with linear styling / 
usually associated with executive and! 
private offices. They are made of wood, 
plastic and metal, with black steel leg 
standards. The series includes an over 


hang executive desk, a consulta 
desk, secretarial desk, staff desk, and 
matching tables. Jasper Office Furniturt 
Co., 13th & View Sts., Jasper, Indians. 
(C-6) 
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Survey showed some “ideal” applications were better left under conventional procedures 


(From page 40) 


cedures, has five separate reporting 
systems on various aspects of its child 
welfare program. The computer ap- 
plication would make it possible to 
integrate all information on each child 
under state protection in one central 
record: a record that would not be 
possible without the speed and mem- 
ory characteristics of an_ electronic 
data processor. 

Information that could now be 
available on one record in one place 
on each child under the state welfare 
program would carry the basic infor- 
mation: the child’s name, sex, census 
number, race, and religion, as well as 
specialized information _— showing 
whether he is under state guardian- 
ship, adoption placement, born in or 
out of wedlock, and the financial re- 
sponsibilities of the state. 

Previously, each reporting system in 
these various areas of information had 
its own control cards, which were 
used to transmit new information or 
changed information to a tabulating 
section. Under the new procedures, 
new information or changes in infor- 
mation would be fed directly to the 
computer, and run against the pre- 
vious month’s records to update all 
records for all children on the rolls 
of the Welfare Department. 

The other Welfare Department ap- 
plication does not replace a series of 
reports with one summary as is sug- 
gested in the child welfare area, but 
it does make possible producing one 
group of reports that are necessary, 
solely as a by-product operation in 
the preparation of other essential re- 
ports. This could be accomplished in 
the area of institutional _ statistics, 
where necessary statistical information, 
fed into the computer, could also be 
used to create patient billing records. 

Thus, relatives of patients hospital- 
ized in Minnesota state institutions 
are billed for their care, if they are 
financially able to pay for such care. 
Since payments are assessed on a slid- 
ing scale, according to the responsible 
telative’s ability to pay, and _ since 
rates differ for various hospitals in 
the state system, a number of different 
factors must be taken into account 
in computing each bill. However, 
they are relatively stable factors: if a 
patient is in a given hospital, the rate 
will not change from month to 
month, nor as a rule, will the ability 
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of the responsible relative to pay all 
or a percentage of the hospital bill. 
Thus, the ordinary statistical needs of 
the welfare department are met by 
information on the number of days 
each patient in each state institution 
is hospitalized. But by feeding into 
the computer for each patient admit- 
ted to a state hospital the rate apply- 
ing at that hospital, the name and 
address of the responsible relative, and 
the dollar amount or percentage of 
hospital fixed charges which the rela- 
tive is able to pay, it would be pos- 
sible not only to get statistical reports, 
but also to prepare bills and keep 
financial records on patient payments. 


One operation—two products 


The computer would calculate the 
amount of each patient’s bill based 
on the number of days hospitalized, 
the rate applying in the particular 
hospital, and the percentage of that 
rate which the relative has agreed to 
pay. It could also match the name 
and address of the relative with the 
name of the patient, any amount previ- 
ously due and unpaid on the patient’s 
account, and finally prepare a bill. 
It would in addition post the charge 
to the responsible relative’s account 
receivable, and, when payment is re- 
ceived, update all pertinent records. 

Thus, in this second welfare area, 
the computer would not be performing 
any function which was not performed 
before, but it would be preparing two 
necessary products in what is, in effect, 
one overall operation. 

The Minnesota survey, besides iden- 
tifying the areas where a computer 
could be used to advantage, also ex- 
cluded some types of work which 
seemed at first glance ideal for a com- 
puter application, but which, under 
intensive study proved to be better 
adapted to conventional methods. For 
example, Driver Licensing Division 
records, as the consultants pointed out 
in their survey, involve annual re- 
newal procedures for more than 
350,000 licenses, the issuance of ap- 
proximately 80,000 new licenses each 
year, and the need to provide 200,000 
duplicate licenses annually. Moreover, 
conviction records must be kept for 
traffic law violators, and license appli- 
cations or renewals must be checked 
against these records. 

In other words, a high volume, 


but relatively simple checking and 
comparison, operation is required for 
handling of drivers’ records. How- 
ever, here the operation is relatively 
too simple, and the volume too large 
to justify a computer application, ac- 
cording to the survey. Since the ap- 
plicant furnishes almost all of the 
information needed on the license ap- 
plication, he basically does the bureau’s 
recording work for the state. Clerical 
workers need only check his applica- 
tion against their current files to insure 
there is no reason for refusing him a 
license, and then file the application 
itself. No elaborate sorting, matching 
of information, computation or analy- 
sis is required. 

So drivers’ license division records 
will remain a purely manual pro- 
cedure. 

One factor covered in the analysts’ 
report is concerned with an area that 
should also be considered by any 
corporation debating a computer in- 
stallation. That is the utility of a 
computer, not only in terms of the 
present work load, but in terms of 
possible changes in the future work 
load as well. The Minnesota report, 
after having stated that a computer 
would be justified by improvements 
and savings in the eight major areas 
of state clerical work covered, also 
analyzed the role of a computer in 
possible future changes in the clerical 
processing burden of the state. The 
report concluded that any foreseeable 
increase in the present processing load 
during the next five years could be 
carried by the proposed computer, but 
that major changes in income tax 
procedures and the motor vehicle title 
law, which seem probable, would 
make two computers necessary. There- 
fore, the report stressed the necessity 
of stipulating that any system installed 
should be flexible enough to permit 
expansion. 

The exhaustive report strongly rec- 
ommended that a large data process- 
ing system be installed by the state. 
To quote from the analysts study: 

“In summary, eight major applica- 
tions were found for electronic data 
processing. Seven—accounting, income 
tax, petroleum tax, motor vehicle reg- 
istration, welfare statistics, and related 
functions, highway cost accounting 
and payroll are major clerical func- 


(To page 64) 
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a | the Office - 


Adding and calculating machines; bookkeeping and accounting machines, systems and | 
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equipment (including tables, charts, scales) 


WHAT, in this age of increased 
mechanization of office procedures and 
development of electronic computer 
systems, is the fate of such standard 
office equipment as the adding ma- 
chine to be? And what of the cal- 
culator and various bookkeeping and 
accounting systems, whose value to 
office routines has been proved through 
thick and thin for a great many years? 

Naturally, none of these machines 
or systems will be elbowed out of 
existence by the onrush of the more 
high-powered electronic and/or in- 
tegrated data processing equipment. 
At least not in the forseeable future. 
For, apart from the fact that the larg- 
est data processing equipment is de- 
signed primarily for the workloads of 
the giant corporation, standard office 
equipment plays an important role in 
the day-to-day routines of offices of 
all sizes. 

In spite of the efficient systems pro- 
grammed into various IDP equipment, 
work of a seldom-recurring or excep- 
tional nature exists, and standard office 
machines continually prove of value 
in these circumstances. Also, a large 
number of offices across the nation 
still do not use any IDP equipment 


Among the many varieties of standard 
office equipment used for bookkeep- 
ing and accounting procedures are 
these models pictured at the left. 
(Top to bottom): The BDC Contex 
“personal” calculator; the Model SR-3 
calculator of the key-driven type; and 
the Post-Master “92” portable post- 
ing machine. (Pictures by courtesy 
of Bohn, Calculator Equipment and 
Underwood, respectively.) 


By Frederick Vogel 


per se at all, and the standard account- 
ing machines remain the major work- 
horses of these offices. 

Calculators, of course, can handle 
a variety of assignments. Aside from 
their regular duties, some models fea- 
ture a memory unit and recall keys, 
automatic positioning of decimal 


| 


} 


points, the ability to extract square | 


roots, compute in the binary number 
ing system, et al. Thus, there is a 
place for, and machines available for, 
all types of solutions to office figuring 
and data handling problems. The ad- 
vent of complex office equipment has 
not replaced standard machines, ex- 
cept in those instances where the 
standards were not actually capable of 
performing their duties at the speeds 
required. Likewise, the variety of 
equipment offered is so vast that every 
office has a better chance than before 
to acquire precisely the type and size of 
equipment it needs. 


I 


ee 


And, along the same line, adding, | 
calculating, bookkeeping and account- 
ing machines are developing on their 


own. Increasingly, they are acquiring 
new features to simplify their opera 
tions or to increase their capacities. 
Whether or not their mechanical speed 
can be increased to any appreciable 


a 


degree is an open question; it is pos- | 


sible, however, to achieve more and 
more steps automatically on even the 
smallest equipment. Such figuring as 
multiplying and dividing can be 
broken down into a form of addition 
or subtraction. What distinguishes 
the more complicated machines from 
the smaller models is the degree t 
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which the necessary intermediate steps 
in the figuring operation can _ be 
achieved automatically. On an adding 
machine, then, multiplication may be 
performed by repeated addition. On a 
calculator, the multiplier may be en- 
tered on a separate keyboard, so that 
the operator has less work to do and 
less opportunity to make costly mis- 
takes. 

The characteristic that distinguishes 
bookkeeping and accounting machines 
and systems from adding machines 
and calculators is, basically, the ability 
to enter descriptive information. These 
data may range from simple codes or 
date information to complete descrip- 
tions. An adding machine can _ be 
used to handle certain descriptive 
work through use of the non-add key 
in connection with numerical codes. 
But this descriptive feature usually is 
reserved for bookkeeping and account- 
ing equipment, and this capacity may 
range from a few simple keys to a 
complete typewriter keyboard. More- 
over, these machines often have more 
than one register in which to accu- 
mulate totals. The more registers, the 
more complex the machine and the 
greater the variety of applications it 
can perform. 

New developments in office work 
procedures today include greater mech- 
anization in general, increased study 
of this work to determine which parts 
are routine and which parts are of an 
infrequent, occasional nature, and 
greater concentration on systems plan- 
ning and careful appraisal of the rou- 
tines to which the various equipment 
will be applied. 

As a result, a great majority of man- 
agement executives has become aware 
of the importance of mechanization, 
and more and more processing of 
repetitive work is being handled, even 
if only to a small degree, by some type 
of systematized machinery. Most of- 
fices are not large enough to justify 
the installation of large machines; it 
is necessary, then, that routine work 
be carried out with regard to the 
capacities of the less complicated ma- 
chinery available. It is, quite natural- 
ly, foolhardy to purchase machines 
first and then attempt to make the 
work fit them, but it is necessary to 
understand what types of work may 
be expected from those machines now 
on the market and to determine the 
best combination of working method 
and machine. Since standard machines 
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do offer such a wide variety of fea- 
tures and capacities, it is possible co 
develop many efficient systems and 
to cordinate them with the machines 
used. 

There are, therefore, good reasons 
why there always will be office jobs 
large enough to make use of equip- 
ment of any size, jobs neither so small 
as to waste the capacity of the equip- 
ment, nor as large as to tie up the 
machine department. Also, the special 
province of the machine is routine 
work and, as we have noted, excep- 
tions must be handled individually. 
Although large computer installations 
can be programmed to take care of 
many exceptions to routine without 
disrupting the work flow, exceptions 
beyond its capacity must be handled 
by human agency. In many of these 
instances, the adding or calculating 
machine will prove an invaluable aid 
in exception problem-solving. The im- 
portance of standard equipment in 
preparing input material for feeding 
into the computer is, of course, too 
obvious to require lengthy discussion 
here. The accuracy of input data, 
however, has a direct bearing on the 
efficient operation of the largest data 
processor, and speed and accuracy are 
characteristics of standard accounting 
equipment when the operator is skilled 
and experienced. 

Indeed, the result of high-powered 
mechanization may, in fact, be the 
increase in the variety of jobs handled 
by the operator of standard machines, 
since these will be utilized in excep- 
tional cases where individual decision- 
making and judgment are of the ut- 
most importance. Too, consignment 
of much of the office’s repetitive work 
to the computer will relieve the stand- 
ard machine operator of monotony, 
and give to her the opportunity to 
handle work of a more challenging 
nature. 

Features of integrated data process- 
ing have been incorporated into what 
are otherwise standard office units. 
Some of these machines have been 
equipped to produce a common lan- 


The increasing popularity of large- 
seale data processing equipment has 
not displaced the usefulness of the 
adding machine or the calculator in 
the nation’s offices. At the right are 
shown, from top to bottom, 10-key 
models of (1) a ecaleulator and (2 
and 3) adding machines. (Pictures 
by courtesy of Victor. General-Gilbert 
and Monroe, respectively.) 


guage record of their operations. For 
example, an adding machine may pro- 
duce a punched paper tape as a by- 
product of normal figuring operations. 
Or a bookkeeping machine may be 
connected to a card punch. By such 
means, conventional equipment can 
be made part of large systems in 
which data can be recorded by one 
machine in a form to be processed 
automatically by another machine. 
(The list of manufacturers that fol- 
lows this introductory article is de- 
signed to serve as a handy reference 
to suppliers of these types of conven- 
tional office equipment.) 
“One-writing” and other bookkeep- 
ing and accounting systems are other 
examples of long-established, standard 
office equipment. “One-writing” equip- 
ment is designed to permit the writing 
of several accounting forms simulta- 
neously. One places the forms one 
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Two of the many selections of the standard adding machine—which may also 
be used for multiplication and other figuring purposes—are the new Burroughs’ 
10-key model (left) and the Addo-X Model 2341E automatic multiplier. 


above another in such an alignment 
that items written on the top form 
can be transferred to the forms be- 
neath by means of carbon. In this 
way, it is possible to create several 
different forms that use identical in- 
formation. 

In most instances, only selected 
items should appear on each form, and 
provisions are made for prevention of 
transfer of unwanted information or 
items. This is achieved by use of 
spot carbon, or by providing an area 
printed with a heavy design on which 
data, although copied by carbon, is 
not legible on the copies. Certain 
forms in addition can extend beyond 
the edges of other forms when proper- 
ly aligned, so that material which is 
not to be copied can be placed on the 
portions that do not overlap. These 
are only a few of the methods used to 
produce and maintain neat, efficient 
bookkeeping forms. 

As suggested previously in this col- 
umn, successful arrangements of one- 
writing accounting system forms rest 
on three essentials—proper form de- 


Typical of the varieties of manually- 
operated full-keyboard model adding 
machines, which also perform listing 
and multiplying operations, is the one 
pictured below from Smith-Corona. 


sign, so that information can be re- 
corded in the necessary number of 
places with a minimum of effort in 
writing the form and in using the 
completed form; provision for a suit- 
able device for holding a set of forms 
in proper registration; and appropri- 
ate use of carbon paper or spot car- 
bon. Each of these factors is taken 
care of by the manufacturers of the 
equipment and forms. 


Many varieties are available 


But the device used to accommodate 
the forms may be of several types. 
One popular design—termed the peg- 
board—consists basically of a flat writ- 
ing surface which has been equipped 
with pegs or other means for holding 
the forms in registration. This type 
usually features some mechanical de- 
vice for advancing from one set of 
forms to the next on completion of 
each set. This can be achieved by a 
ratchet and lever system; sometimes 
the board is actually a box with a 
roller system for mounting and ad- 
vancing one or more of the forms 
after use. 

Naturally, identical results can be 
achieved without use of a board. Some 
type of loose-leaf binder of other book- 
enclosed device can be used to hold 
the forms in alignment—the same 
principle is used in some kinds of 
machine bookkeeping, with several 
forms being printed at once. This 
latter method, however, is not usually 
referred to as a one-writing system, 
since this generally implies man:al 
methods. 

The majority of the one-writing 
systems are used in smal! companies, 
or in the small departments of large 
companies, for such applications as 
payroll, accounts receivable, accounts 


payable and inventory. Other uses are 
possible, but the ones listed are the 
most common. The difference between 
one application and another lies in 
the selection of the forms, rather than 
in the design of the basic equipment. 
Reports from manufacturers, as the 
list at the end of this article indicates, 
suggest that wider applications are 
under development and that special- 
ized systems, apart from the one-writ- 
ing variety, are increasing in popu- 
larity. . 

Machine work station equipment, 
because of its importance to both the 
physical appearance and efficient oper- 
ation of these work stations, is a valu- 
able adjunct to the layout planning 
of the office. This equipment, of 
course, must be sturdy enough to hold 
the various units and provide suff- 
cient knee- and elbow-room to accom- 
modate the operator. 

If, as is the case so often today, an 
office wishes to harmonize the color 
scheme of its machines, work areas 
and record housing facilities with the 
decor of the entire office, this may be 
achieved by purchasing units designed 
to complement the overall office pat- 
tern. The availability of this equip- 
ment in many models, colors and 
styles gives the office a wide latitude 
in choosing the units it needs. These 
include machine and posting desks, 
posting trays, machine and posting 
stands, tub files, machine tables and 
card desks. Each, in its own special- 
ized way, enhances the efficiency of 
machine processing and, in turn, the 
efficiency of the entire office operation. 


The Manufacturers 


Adding and Calculating 
Machines 


Addo-X, Inc., 300 Park Ave., New 
York 22. This firm manufactures 
three varieties of adding machines, in- 
cluding a 10-key non-printing manual 
model, an electric 10-key printing and 
an electric 10-key non-printing model. 
There are 10 basic models in all. 
Price range: $186 to $502, including 
Federal Excise Tax. Also two models 
of calculators, one an electric 10-key 
printing, the other, an electric 10-key 
non-printing model. Price range: $416 
to $595, including FET. Firm’s new 
automatic multiplier (Model 2341E) 
is equipped with extra keyboard for 
automatic “short-cut” multiplication. 

R. C. Allen Business Machines, Inc., 
678 Front Ave., N. W., Grand Rapids 
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“Know what Mr. Burns said when he saw the im 
price tag on BURROUGHS Calculators? ‘ 4 


Burroughs is TM. 


There's a Burroughs Cal- ee 
culator—electric- powered aes <a. 
or hand-operated—just % 


right for your high-volume 
figuring. Call our nearest 
branch for a demonstra- 
tion or write Burroughs 
Corporation, Burroughs 
Division, Detroit 32, Mich. 
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Specialized equipment can be an im- 
mense benefit in calculating and book- 
keeping operations. Above are sev- 
eral important types. Top: The ECM 
(electronic computing machine), used 
fer calculating purposes; a_ 10-key 
electric printing adding machine; a 
second adding machine, featuring 14 
columns, 2 totals and automatic credit 
balance; and a sorting machine, use- 
ful in sorting bookkeeping and ac- 
counting forms. (Pictures by courtesy 
of Clary, American Voss, National 
Cash Register and Universal, respec- 
tively.) 
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Tools of the Office 


4, Mich. Allen has offered a selection 
of manual and electric adding ma- 
chines, as well as a full-keyboard elec- 
tric calculator. Features of the firm’s 
10-key machines have included mem- 
ory and recall keys; credit balance; 
single, double and triple ciphers; 
direct subtraction, and automatic step- 
over multiplication. Full-keyboard ma- 
chines have featured credit balance, 
direct subtraction, automatic clear 
signal, and automatic space-up total. 
Alma Office Machine Corp., 34 E. 
30th St., New York 16. This com- 
pany has offered the Everset line of 
Italian-made adding machines. Cur- 
rent details not available at press time. 
American Voss Corp., 18050 James 
Couzens Hghwy, Detroit 35. The 
Voss line includes one manual 10- 
key printing, 2 electric 10-key print- 
ing and one 1o-key printing 2-total 
adding machine. This is a duplex 
type, with 2 registers. The latter is 
used for special work assignments and 
is priced at $495. The first 3 machines 
are used for general assignments and 
are priced at from $260 to $380. 
Bohn Duplicator Corp., 444 Fourth 
Ave., New York 16. One model of the 
BDC Contex manual to-key noa- 
printing calculator is offered. Fea- 
tures include keyboard locking de- 
vice to prevent error, and portability. 
Measurements—1o in. in length, 7 
in. wide, 3% in. in height. Total 
weight is 6 Ibs. Price: $125. 
Burroughs Corp., 6071 Second Ave., 
Detroit 32. The Burroughs line of- 
fers 47 models of adding machines 
including the “Thriftline” manual full- 
keyboard type, electric printing ma- 
chines with 10-key keyboards, the 
“Director” electric full-keyboard mod- 
els and validating and receipting cash 
registers, ranging in price from $113 
to $1150. The firm’s line of calcula- 
tors consists of 3 manually-operated 
full-keyboard models and 4 electric 
full-keyboard machines. Prices for the 
calculators range from $175 to $1066. 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 86. 


Calculator Equipment Corp., 556 
Central Ave., Orange, N. ]. Three 
models of the Scotsman calculator are 
offered. Machines are designed for a 
variety of work loads for both large 
and small businesses. Price range: 
$229.50 to $415. 

Clary Corp., 408 Junipero St., San 
Gabriel, Calif. Eight models of Clary 
adding machines, and one Clary elec- 
tric full-keyboard calculator. Adding 
machines are of the manual full- key- 
board, electric 10-key printing and 
electric full-keyboard variety. Price 
ranges: Adding machines, $169.50 to 
$400; calculator, $499.50. 

Classic Calculators, Inc., 387 Fourth 
Ave., New York 16. The Classic line 
has included electric printing calcu- 
lators with 1o-key keyboards. Current 
details not available at press time. 


Comptometer Corp., 1735 N. Pau- 
lina St., Chicago 22. The Compto- 
meter line includes a_ variety of 
manual and electric adding machines 
and calculators, and a line of full- 
keyboard models including manual 
units in which the pressing of any 
number key applies its value immedi- 
ately to totals appearing in the dials. 
Models are available with from 5 to 
20 columns. A line of electrically- 
powered models also is available. Price 
ranges (approximate): Adding ma- 
chines, $330 to $700; calculators, $265 
to $1,100. 


Control Systems, Inc., 5 Beekman 
St., New York 38. The Plus line in- 
cludes 3 models of adding machines 
and 8 of calculators. The Plus Rapid 
Adder features portability, and special 
models can handle addition of com- 
mon fractions and time, weight and 
measure. Sterling, Arabic and Indian 
and statistical keyboards available. 
Price range: Adding machines, $135 
to $200; calculators, $275 to $910. 

Facit, Inc., 404 Fourth Ave., New 
York 16. Facit has offered 2 lines—- 
one manual and 5 electric models 
of Odhner adding machines, and 2 
manual and 2 electric models of Facit 
calculators. Also available has been 
the Odhner XX-117C multiplier, fea- 
turing short-cut multiplication with 
step-over. 

Fremaco International, Inc., 188 W. 
Randolph St., Chicago 1. Firm offers 
2 small Summira adding machines, 
manually-operated, one showing results 
of computations in dials, the other 
equipped to print results on tape. 
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® Automatic tape 
billing department in one desk 


Seloctadoto® Automatic 


tape reader-selector-sorter 
Taledato® Automatic tape transmitter-receiver 


dustowritnr” Automatic 


justifying type-composing machine 
Odd-Pumch® Automatic 


code tape adding-listing machine 


Clexourutir® Automatic tape 


writing-accounting machine 


Quitomatic Srpout- Output: Machine — go Fn 4 


Friden Natural Way Adding Machine 


Friden fully automatic Calculator— 
The Thinking Machine of American Business 


Friden Mailroom Equipment 


—— 
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fas te S 
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YES, unquestionably. No other office 
development in years affects so many 
offices both large and small, and so many 
types of business. 


agin 


While office procedures and functions 
remain much as always, Friden has in- 
troduced a radically new way of carrying hone a ap 
them out: Everything goes on punched . 
paper tape! 

When you see a Friden Tape-Talk unit 
in action...you realize some of the un- aa 
limited possibilities for applications to - 
your office paperwork. 

And you see how Friden automatic 
machines, with their new “common lan- 
guage,” can work and think together for * a 
swift production at lower costs. c3 %. 

Friden Tape-Talk machines can auto- Ee 
mate your office in any desired degree... 
(1) eliminate need for manual move- . 
ments and operator decisions ...(2) in- Be 
crease work output without increasing 
payroll costs or overtime... (3) end errors : 
normally occurring in data recopying. s 


gd 


sanideyre 


Call your nearby Friden Man or write 
Friden, Inc., San Leandro, California... 


sales, instruction, service throughout % 
U.S. and the world. gs 


© Friden, Ine. : as 7 
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The duties which conventional office 
equipment, including bookkeeping- 
accounting machines, are designed to 
handle are as numerous as the models 
available from manufacturers. Above 
are illustrated the Produx Multator 
from Silver Bells; Fremaco’s printing 
and non-printing adding machine 
models, and Remington Rand’s Model 
685 accounting machine. 


Direct subtraction is a feature, as is 
the light weight of the machines—4 
and 8% lbs., respectively. Prices: 
$45.50, including FET, and $79.95, 
plus $3.60 FET. 

Friden, Inc., 2350 Washington Ave., 
San Leandro, Calif. Friden manufac- 
tures 2 models in the Friden electric 
10-key printing adding machine line. 
Price range: $304-$359. Seven models 
of calculators are available; one is 
manual with full keyboard. The re- 
maining 6 are electric with full- 
keyboard. Price ranges: Manual, 
$300-$350; electric, $475-$1300. Spe- 
cial features of the adding machine 
line include visible check dial. In- 
cluded among the calculators is the 
Model SRW, a desk-size calculator 


offering automatic square root ex- 
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traction in addition to other arith- 
metic processes. 

The General-Gilbert Corp., 150 
Broadway, New York 38. The Gen- 
eral line offers 2 models of electric 
10-key printing adding machines. 
Model 67 lists 6, totals 7, and is 
priced at $119.50. Model goo lists 9 
totals 9, and is priced at $169. 

Johnston Adding Machine Co., 
13343 Sherman Way, N. Hollywood, 
Calif. This firm has marketed a line 
of 1o-key adding machines, both 
manual and electric. Current details 
not available at press time. 

Lanston Monotype Co., Div. of 
Lanston Industries, Inc., 24th & Locust 
Sts., Philadelphia 1. The Barrett line 
includes 2 models of 10-key printing 
adding machines, one manual and 
one electric. Features of 1o-key desk 
adder include’ direct subtraction, 
visible dials, automatic shift and mul- 
tiply key. Also provides printed tape 
and has non-print feature. 

Lightning Adding Machine Sales 
Co., 2306 W. Slauson Ave., Los An- 
geles 43. This firm has manufactured 
the Lightning adding machine, a small 
portable stylus-operated model. Cur- 
rent details not available at press time. 

Marchant Calculators, Div. of 
Smith-Corona Marchant, Inc., 6701 
San Pablo Ave., Oakland 8, Calif. 
The Marchant adding machine fea- 
tures r1o-column listing, 11-column 
totaling. The Marchant calculating 
line includes 7 models of the rotary 
type, featuring 8 and 10 banks. Deci- 
Magic machines feature the complete 
automatic positioning of decimals and 
carriage dials. Twin-set Figurematic 
machines feature double entries in 
keyboard dials as a result of single 
entry in the keyboard. The design 
permits grand total accumulation and 
individual extensions to be registered 
simultaneously from single entries. 
Price ranges of Marchant line equip- 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 86. 


ment: Adding machine, $360; calcu- 
lators, $475 to $985. 

Monroe Calculating Machine Co., 
Inc., 555 Mitchell St., Orange, N. ]. 
Firm manufacturers 45 models of 
adding machines in a wide variety of 
styles, including manual and electric 
models, full-keyboard and _ 1o-key 
models. Price ranges, $149.50 to $800. 
The calculating line consists of 12 
models of the manual full-keyboard, 
and electric full-keyboard varieties. 
Price ranges, $275 to $1250. The 
Monro-Matics (automatic calculators) 
feature single keyboard entry for all 
factors. Some machines automatically 
add as they multiply or divide, and 
store individual answers for use in 
subsequent computations. Synchro- 
Monroe adding machines can be used 
to punch paper tape with codes as a 
by-product of normal figuring. Cer- 
tain machines can be used to punch 
standard punched cards. 


The National Cash Register Co., 
Main & K Sts., Dayton 9, Ohio. NCR 
offers an extensive line of adding ma- 
chines which includes both manual 
and electric models. Full-keyboard 
models are available. Certain machines 
feature “live” keyboard, in which the 
amount keys serve as their own motor 
bars to speed figuring. In the realm 
of IDP, some adding machines are 
wired for linkage with either a 
punched paper tape recorder or a card 
punch, for recording data in machine- 
sensible form as a by-product of stand- 
ard computation. 

Olivetti Corp. of America, 580 Fifth 
Ave., New York 36. This firm’s line 
of Italian-made machines has included 
the Summa 15, a manual 1o-key add- 
ing machine; the Electrosumma 14 
adding machine, an electrical version 
of the Summa 15; the Electrosumma 
Duplex 21, an electric adding machine 
of the 10-key variety with 2 registers 
that can be operated independently 
or together; the O.P.C. automatic 
printing calculator, a 10-key model 
with separate multiplication keyboard; 
the Tetractys “superautomatic” 2-reg- 
ister 10-key printing calculator; the 
Divisumma 24, a 10-key automatic 
calculator with rotary printing; the 
Multisumma automatic —_ multiplier. 
All machines are capable of printing 
results on tape. 

Olkon Research Corp. of America, 
P. O. Box 3049, Asheville, N. C. Ol- 
kon offers a line of adding machines, 
including both manual and _ electric 
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| No need to wait 


for your new 
Marchant 


- calculators 


-—« 


ra eieidialialidalh Sltialiie te aarniiciall 


a 


Whether you need one or a dozen Marchants, your cash out- * Se ; 


lay can be spread over 6, 12 or 18 months . . . depending on 
which of the three Marchant “Pay As You Save” plans you 
prefer. For as little as $23.75 a month you can put a Marchant 
calculator to work right away ...and it’s only $18.00 a month 


Easy to own or lease 
...on a Marchant 


So ooeeanllatianameaee an aaa 


| for Marchant’s new 10-key adder. a 
_ ’ Or, with either of Marchant’s two lease plans you keep your | 
; month ly installment cash reserves for timely uses, making low monthly payments am 
d under either a perpetual lease or lease with option to buy. Fl 
, or lea se pl an For full information call your nearby Marchant office or 
; send the coupon below. 9 
* 
_ See how typical firms are now using the Marchant machines they needed, by taking advantage of installment and lease plans 
: AE. 
6 MONTHS PLAN 12 MONTHS PLAN 18 MONTHS PLAN ee 
h . A savings and loan association Selected by an electrical distributor 4 eases 
4 Chosen by a consulting engineer- selected this plan when it was that wanted another Marchant 3 at 
c ing firm. They are buying a Mar- ready for two more Marchant “‘Twin-Set”’ Figurematic for mul- w 
d q chant Deci-Magicto make estimat- Figurematics, to speed up divi- tiplying items by prices, giving one 
| ing and other complex figurework dend, loan and interest calcula- each extension and the accumu- is 
s easier and faster. tions on its growing number of lated grand total simultaneously— : 
4 accounts. in a single automatic operation! “S 
n zi 
a : ¢ 
ie LEASE WITH OPTION TO BUY w 
rs PERPETUAL LEASE (Monthly Payments) 12 MONTHS PLAN FOR % 
iy (Monthly Rental Payments) A grocery chain is putting in 10 ADDER 5 
Z . Marchant Retail Special thi " 
e A ene eeeineeeen peaires Oke basis for ell daily figurework and This is how a small dry-cleaning %, 
el means of acquiring new Marchant on-store inventory. Their Retail firm is buying its Marchant Adding a 
}: Figuremasters for faster, more Specials multiply quantity by Machine toimprove customer serv- % 
Se ee price, delivering individual total or ice and streamline bookkeeping. : 
s duction in all departments. accumulated total during actual ; 
e entry of price. # 
LIC . ‘, 
he F ake 
er. | MARCHANT CALCULATORS, INC., OAKLAND 8, CALIFORNIA d 
nS d Please send us more information on Marchant’s 
ARCH Q NT CA LOU LATU RS | NC. | (J 6, 12 and 18 months “Pay As You Save” Plans 
ca . CL) Perpetual Lease Plan * 
I. OAKLAND 8, CALIFORNIA | (C Lease with Option to Buy ¥ 
ie " “4 
ic NAME a 
i Modern Management Counts on Marchant | PLEASE ATTAGH COUPON TO YOUR BUSINESS LETTERHEAD ' 
“ AUGUST 1958 Use Readers’ Inquiry Coupon on Page 8 
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Tools of the Office 


models with 10-key keyboards, and 
print results of computation on tape. 
Current details not available at press 
time. 

Regna Cash Registers, Inc., 175 Fifth 
Ave., New York 10. Regna has sup- 
plied machines of the full-keyboard 
variety, with results printed on paper 
tape. Both manual and electric mod- 
els have been available. Current de- 
tails not available at press time. 

Remington Rand, Div. of Sperry 
Rand Corp., 315 Fourth Ave., New 
York 10. An extensive line of man- 
ual and electric adding and calculating 
equipment is offered by Remington 
Rand. Included are the “93” electric 
adding machine featuring a sub-total 
lock which allows single or continu- 
ous sub-totals, priced at $394; the DX- 
94 Office Machine featuring automatic 
division, short-cut multiplication and 
subtraction with automatic credit bal- 
ance, priced at $455; the “g8” Print- 
ing Calculator featuring recording of 
dividend, divisor and answer (includ- 
ing remainder) on  Simpla-Tape, 
priced at $525; the “gg” Printing Cal- 
culator featuring printing of up to 
14 columns while automatically multi- 
plying, dividing, subtracting or add- 
ing, priced at $685 and $785. 

Silver Bells, Ltd., P. O. Box 982, 
Carmel, Calif. The Regina and 
Thales lines of manual full-keyboard 
adding machines, used for regular 
computations and, for the Time-Exa 
model, for hours, minutes and_ sec- 
onds. Price: Regina, $39.95. Calcu- 
lator models include the Produx and 
Controller lines, desk- and pocket-size 
calculators. Prices, $79.95 and $7.95. 

Smith-Corona, Inc., 7o1 E. Washing- 
ton St., Syracuse, N. Y. Four models 
in the Smith-Corona line, including 
manual full-keyboard types. The 
Model 6MD adding machine is de- 
signed to appeal to the “home” mar- 
ket, and it is priced at $89.95. 

Swift Business Machines Co., 51 
Church St., Great Barrington, Mass. 
Swift has offered a small manually- 
operated adding machine with 1o-key 
keyboard. Current details not avail- 
able at press time. 

Underwood Corp., 1 Park Ave., 
New York 16. Underwood manutac- 
tures 11 models of adding machines, 
including the Add-Mate and Sund- 
strand. Prices range from $168.50 to 
$835. The Sundstrand electric 10-key 
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printing calculator is priced at $550. 
Flexible date keyboard, keyboard pro- 
gram control, automatic electric car- 
riage return, interchangeable control 
plates and descriptive symbols are 
features. 

Victor Adding Machine Co., 3900 
N. Rockwell St., Chicago 18. Victor 
supplies a wide range of adding and 
calculating equipment. Adding ma- 
chines consist of 58 models of manual 
10-key printing, manual full-keyboard, 
electric 10-key printing and electric 
full-keyboard models in the Executive 
and Custom lines. Price ranges, 
$109.50 to $394. The Victor Auto- 
matic Printing Calculator and Mul-O- 
Matic Calculator are available in both 
Deluxe and Special varieties, includ- 
ing 4 models of the electric 10-key 
printing type. Price ranges, $435 to 
$635. Automatic calculator models 
divide, multiply, add and subtract 
automatically through one control and 
a single 1o-key keyboard. Other fea- 
tures of this machine include Auto- 
matic Constant Divisor and Auto- 
matic Constant Multiplication, which 
automatically reinstate and print the 
factor; the Total Transfer Button, 
which permits automatic re-entering 
and printing of any total of product 
a second time for multiplication or 
division; the Instant Stop Button, and 
the Select-O-Matic lever, which per- 
mits totals or sub-totals automatically 
with a touch of the motor bar. 


Bookkeeping and 
Accounting Machines 

Addo-X, Inc., 300 Park Ave., New 
York 22. Two models of the Addo-X 
line of bookkeeping and accounting 
machines are available from this com- 
pany. Price range is $1374 to $1557, 
including Federal Excise Tax. 

R. C. Allen Business Machines, Inc., 
678 Front Ave., N. W., Grand Rap- 
ids 4, Mich. The R. C. Allen line has 
included 3 bookkeeping machines, de- 
signed particularly for payroll, state- 
ment and commercial work of various 
types. Current details not available at 
press time. 

Burroughs Corp., 6071 Second Ave., 
Detroit 32. The extensive Burroughs 
line includes 6 Class 9g electrically- 
operated desk model bookkeeping 
machines, one Class 10 electrically- 
operated desk model bookkeeping ma- 
chine, 5 Director “600” electrically- 
operated accounting machines, 36 
electrically-operated Sensimatic —ac- 
counting machines, 14 electrically-op- 


erated Typing Sensimatic accounting 
machines, 2 Series M electrically-oper- 
ated computing billing machines, 7 
Series M computing billing and post- 
ing machines and 14 Series M elec- 
trically-operated bookkeeping machines 
with multiplying mechanism. The 
machines varying widely in functions 
and features are priced from $510 to 
$7,830. 

The Denominator Co., Inc., 261 
Broadway, New York 7. Firm manu- 
factures a line of group counting and 
tabulating machines, designed to per- 
mit sorting and counting of various 
types of items. These machines con- 
sist of a series of individual counting 
units, all of which register the num- 
ber of times they are touched. While 
the majority of the equipment tabu- 
lates in increments of one, special 
multiple-input units are available for 
applications in which entries are fre- 
quently made in large numbers. Uses 
of these manual tabulators include pay- 
roll denomination, order analysis, con- 
solidation of buying orders, et al. 

Friden, Inc., 2350 Washington Ave., 
San Leandro, Calif. This firm has 
offered a special billing machine 
called the Model B Computyper, 
which is a combination electric type- 
writer (Flexowriter) and calculator. 
It is an automatic multiplying and 
writing machine operated from the 
typewriter keyboard. Other versions 
of the Computyper have been used in 
integrated data processing, having 
facilities for reading and/or recording 
data in common language form. Cutr- 
rent details not available at press time. 

International Payroll Machine Co., 
Box 293, Oxford, Pa. This firm has 
offered electric payroll denominating 
equipment with inputs through a key- 
board, especially designed for listing, 
totaling and denominating cash pay- 
rolls. Current details not available at 
press time. 

Monroe Calculating Machine Co., 
Inc., 555 Mitchell St., Orange, N. ]. 
Monroe manufactures 5 models of 
bookkeeping-accounting machines used 
in payroll, accounts receivable and 
payable, general ledger work, bank 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 86. 
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posting, inventory, et al. Programs 
may be selected by turning a selector 
knob, and the machines have been 
offered with up to 4 registers. Syncho- 
Monroe accounting equipment are 
standard machines modified to enter 
data into machine-sensible form, such 
as punched paper tape or punched 
cards for subsequent automatic han- 
dling in IDP systems. 

The National Cash Register Co., 
Main & K Sts., Dayton 9, Ohio. This 
company manufactures a large number 
of bookkeeping machines designed for 
many accounting operations. Certain 
of the equipment can be linked to 
punches to record data simultaneously 
with regular work and in such ma- 
chine-sensible form as punched cards 
and punched paper tape for later in- 
tegrated data processing. The line 
also includes Post-Tronic bank book- 
keeping equipment which reads and 
enters coded data in the form of 
magnetic spots on business forms. 
The equipment can be controlled by 
this information. (For a complete 
description of the Post-Tronic in oper- 
ation see Office Management, March 
1958 issue, p. 28.) 

Olivetti Corp. of America, 580 Fifth 
Ave., New York 3. Firm’s bookkeep- 
ing machine line has consisted of the 
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Manual methods are helpful in han- 
dling bookkeeping problems in both 
small companies and in the small de- 
partments of large firms. Here are 
shown two such accounting systems— 
the Satellite Payroll System from 
Sheppard, and Todd Div.’s Write-It- 
Once. 
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ws 
following equipment: Phe Electro- 
summa CR-B, a shuttle-carriage add~ 
ing machine; the Electrosumma CR, 
an automatic-carriage posting machine; 
the Electrosumma CR-S, an automatic- 
carriage bookkeeping machine; the 
A.C.P.C. automatic-carriage printing 
calculator; the Audit 202, a 2-register 
bookkeeping machine. Certain of these 
machines feature readily-interchange- 
able control bars to permit program- 
ming for various accounting applica- 
tions. 

Remington Rand, Div. of Sperry 
Rand Corp., 315 Fourth Ave., New 
York 10. Typical applications of the 
Remington Rand accounting-bookkeep- 
ing machine equipment involve ac- 
counts receivable and payable, budget, 
payroll, stock records, et al. Machines 
may be programmed for a number 
of other operations, and programs can 
be interchanged readily. Features of 
the standard Model 685 include auto- 
matic balances, automatic tabulation, 
automatic proof, automatic accumula- 
tion, automatic reverse entry and 100 
per cent visibility of writing line, pre- 
vious entries and accumulated totais. 
Price of the Model 685 is $2913. 

Royal McBee Corp., Westchester 
Ave., Port Chester, N. Y. This com- 
pany’s Keysort Tabulating ‘Punch is 
used with its marginally-punched Key- 
sort cards. The machine punches and 
prints quantities into the cards to 
accumulate amounts for totaling, and 
to total the accumulations and sum- 
mary punch the data into blank cards. 
When desired, the machine can be 
used as a standard 1o-key adding 
machine. Other functions are to print 
details on tape, to take inputs from 
punched cards, print detail and accu- 
mulate simultaneously, and to produce 
punched duplicate cards. Royal Mc- 
Bee likewise offers accessory equipment 
(such as a Keysort Data Punch), and 
the LGP-30 desk-size electronic coim- 
puter. (This latter was described in 
the July issue of this magazine.) 

Underwood Corp., 1 Park Ave., 
New York 16. Firm’s line of book- 
keeping-accounting equipment  con- 
sists of 3 models of the Sundstrand 
“Post-Master” for accounts receivable 
and payable, payroll, stock records, 
general accounting, and similar pur- 
poses. Price ranges for the Post- 
Masters range from $725 to $1695. 

Universal Business Machines, Inc., 


ue ae i: 


P. O. Box 5183, Columbia, S.C. Uni- 
versal offers the Keytronic line of 
electro-mechanical sorting machines, in 
5 models, priced from $4000 to $8000. 
These machines are used primarily for 
high-speed sorting of accounting rec- 
ords and other materials. Machines | 
with numeric and alpha-numeric key- | 
boards likewise have been offered. | 

Victor Adding Machine Co., 3900 | 
N. Rockwell St., Chicago 18. Victor 
produces posting and statement ma- 
chines, the Victor-McCaskey Charge 
Control Systems, the Victor-McCaskey | 
and Victor Digit-Matic Cash Register 
Systems, and the Victor Punched Tape 
Analysis System. All are available in 
at least 2 models, with the exception | 
of the Punched Tape Analysis System, | 
which is available in one basic model. | 
Uses for this equipment vary and in- 
clude the posting and preparation of 
statements, etc., control of charge and 
credit records, control of retail cash 
and charge transactions, recording and 
calculating of data, and central analy- 
sis of sales, figures, et al, recorded at 
outlying stations. Price ranges: Post- 
ing and Statement Machines, $448 to 
$498; Charge Control Systems $135 | 
to $145; Cash Register Systems, 
$174.50 to $675, and $425 to $1110; 
Punched Tape Analysis System varies 
in price. 
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“One-Writing” and Other 
Bookkeeping and Accounting 
Systems 


American Voss Corp., 78050 James 
Couzens Hghwy., Detroit 35. Firm 
makes the “13” Typewriter-Syster-riter 
one-writing system which is designed | 
to provide a complete bookkeeping | 
job. Price range, $275. 

The Blackbourn Systems, Inc., 230 | 
S. Cedar Lake Rd., Minneapolis 5 | 
Firm has offered a line of binder-type | 
systems using loose-leaf, post and ring 
types, suitable for a variety of account: — 
ing and ledger work. 
Burroughs Corp., Todd Co. Div. } 
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Intercommunications 
equipment; dictating | 
and transcribing f 
equipment 
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ONE OF THREE WAREHOUSES owned b 


Denver Transfer & Storage Co., Inc. in 


1.G.MURRAY, Secretary- 
Treasurer of The North Denver 
Transfer & Storage Co., Inc. 


enver, Colo. 


The North 


“Our Salional System 
saves us*o,900 a year... 


pays for itself every 12 months.” —the North Denver Transfer & 


Storage Co., Inc. Denver, Colo. 


“Our accounting set-up has been 
greatly simplified by our new Na- 
tional Bookkeeping System,” writes 
J. G. Murray, Secretary-Treasurer 
of The North Denver Transfer & 
Storage Co., Inc. “As a result, it has 
made important time- and money- 
savings for us. 

“With a National in our office, we 

ve a far faster turn-over in ac- 
counts receivable for both freight 
payment and storage because billing 
reaches our customers more quickly. 
Our National has helped increase 
customer good will, too, by making 


it possible to get end-of-month re- 
ports out on time. Thus, customers 
are better able to handle restocking 
procedures. 

“By increasing our record-keeping 
efficiency, our National System saves 
us at least $5,900 a year, pays for 
itself every 12 months.” 


Prevey 


Secretary-Treasurer of The North 
Denver Transfer & Storage Co., Inc. 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES * HELPING BUSINESS SAVE MONEY 


AUGUST 1958 


Use Readers’ Inquiry Coupon on Page 86 


EASE OF CONTROL and remarkable flexibility of National Accounting Machines 
permit all phases of accounting work to be handled with the same machine. 


Your business, too, can benefit from the 
increased efficiency and economy made 
possible by a National System. Nation- 
als pay for themselves quickly through 
savings, then continue to return a regu- 
lar yearly profit. National’s world-wide 
service organization will protect this 
profit. Ask us about the National Main- 
tenance Plan. (See the yellow ies 
pages of your phone book.) 


*TRADE MARK REG. U.S. PAT. OFF. 


alional’ 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 
wer paper (No Carson Required) 


wa - 
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The importance of one-writing sys- 
tems to payroll operations is obvious 
from their wide usage. Above are 
illustrated two popular models, Shaw- 
Walker’s Payroll Board for simplified 
payroll system, and National Blank 
Book’s check payroll outfit. 


1150 University Ave., Rochester 7, 
N. Y. Burroughs offers a large variety 
of bookkeeping and accounting sys- 
tems including the following: “Write- 
It-Once” Accounting Systems, (peg- 
board type), available in 85 models, 
used for accounts receivable and pay 
able, payroll installment loan account- 
ing, cash receipting systems and check 
writing plans. Price range: $50 to 
$1000. The “Multipharious Binder,” a 
loose-leaf binder type, used for similar 
purposes as those listed above. Price 
range: $50 to $500. The “Unispred 
Comparative Report,” in 6 models, 
used for financial reports, sales reports, 
and analysis work. Price range: $50 to 
$1000. The “Multispred Summary 
Board,” in 4 models, used for sales 
analysis work, and inventory, labor 
cost and purchase analyses. Price range: 
$200 to $1000. 

Business Systems Corp., 436 Pearl 
St., New York 38. Firm has offered 
2 systems: Accu-Rite and Paycomp- 
troller. Accu-Rite is a book-enclosed 
device; Paycomptroller is of the peg- 
board type. 

Cel-U-Dex Corp., Box 1125 New- 
burgh, New Windsor, N. Y. Firm 
offers a variety of post binders for 
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use in bookkeeping work. 

Comptometer Corp., 1735 N. Paul- 
ina St., Chicago 22. Comptometer of- 
fers the Comptometer Peg-Board one- 
writing system, used in conjunction 
with the firm’s calculators for general 
accounting distributions and analyses. 
Price range, $45 to $95, plus acces- 
sories. 

The Institute of Business Research, 
Div. of Keller-Crescent Co., 28 S. EF. 
Riverside Dr., Evansville 8, Ind. The 
Institute has offered a ledger-checks 
system of the one-writing variety, con- 
sisting of a loose-leaf journal with cor- 
related checkbook and ledger. Current 
details not available at press time. 

Le Febure Corp., Cedar Rapids, 
Iowa. Firm’s Short Cut Bookkeepin,: 
Systems have consisted of a coordi- 
nated set of business forms and equip- 
ment for housing them and providing 
work facilities. Le Febure has also 
offered systems for clerical and ac- 
counting work. Current details not 
available at press time. 

David Lyons Co., 2100 Greenleaf 
St., Evanston, Ill. Lyons has offered 
the Lyons-Visual Balanced Inventory 
System, a system of coordinated charts, 
forms and cards for inventory control. 

Master-Craft Corp., Div. of Shaw- 
Walker Co., 831-903 Cobb Ave., Kala- 
mazoo, Mich. Master-Craft offers a 
line of one-writing systems of the 
pegboard and loose-leaf variety. 

The McBee Co., Div. of Royal Me- 
Bee Corp., Smith St., Athens, Ohio. 
This company has manufactured the 
McBee General Records Poster, a onc- 
writing system of the pegboard type, 
and a line of Keysort marginally- 
punched cards for sorting and tabulat- 
ing operations. Other equipment has 
included key-punching units, such as 
the Keysort Data Punch and Keysort 
Tabulating Punch. Current 
not available at press time. 

McMillan Book Co., 701 E. Genesee 
St., Syracuse, N. Y. Firm has manu- 
factured an extensive line of forms, 
binders and other items designed for 
accounting and bookkeeping functions. 

The National Blank Book Co., P. O. 
Box 791, Holyoke, Mass. Firm’s line 


details 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 86. 
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of bookkeeping-accounting systems in- 
cludes the Multiple Posting Outht, 
one designed for check payrolls, the 
other for accounts receivable. Price, 
$29.75. 

Norfield Methods & Procedures, 
Inc., 933 S. Clinton Ave., Oak Park, 
Ill. Norfield’s Copy-Writer, a peg- 
board type one-writing system used 
in various accounting procedures, has 
been produced by this company. Cur- 
rent details not available at press time. 

Payroll Tax Service, Inc., 44 W. 
29th St., New York 1. Firm offers 
the Payrollmaster, a pegboard-type 
one-writing system designed for use 
in payroll, and accounts receivable and 
payable. Priced at $75. 

The Reynolds & Reynolds Co., 800 
Germantown Ave., Dayton 7, Ohio. 
This company has made a series of 
pegboard-type one-writing systems for 
payroll work. Current details not 
available at press time. 

S. K. Forms Co., 1907 Chestnut 
St., Philadelphia 3. SK offers the SK 
301 one-writing loose-leaf system, in 
2 models, for payroll purposes. Priced 
at $37.50. 

Safeguard Corp., Lansdale, Pa. The 
Safeguard Systems are of the pegboard 
variety and designed for accounts re- 
ceivable and payable, and __ payroll 
(check, cash disbursement). Price 
range, $50 to $500. 

The Shaw-Walker Co., Muskegon, 
Mich. Firm’s Kopi-Spot Payroll Plan, 
of the boardtype one-writing variety, 
is designed for simultaneous prepara- 
tion of related payroll records. The 
Simplified Payroll System consists of 
a board designed to hold payroll 
accounting forms in alignment while 
completing payroll records. 

The C. E. Sheppard Co., 44-01 215¢ 
St., Long Island City, 1, N. Y. The 
Multi-Rite one-writing pegboard sys 
tem is available in 24 basic models and 
is designed for use in payroll, accounts 
receivable and payable operations, as 
well as in time payments, hospital 
charge control, doctors’ collections, in- 
surance agency operations and other 
special applications. Center-line writ- 
ing “Satellite” System pegboard may 
be used with various Multi-Rite ac- 
counts receivable and payable systems 
without adjustment; the Multi-Rite 
Mercury Pegboard for accounts re- 
ceivable may also be used to prepare 
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How to spot 
the 32 Elm account 
in 1% seconds 


NEW MOSLER REVO-FILE gives you 


accounts receivable fast...obsoletes all other card files 


No fall out! Exclusive patented Revo-File belt keeps 
cards perfectly in place, protects against wear. If tached to drum. Just drop your present cards into 


J have 2,500 or more cards, Revo-File is for you. Revo-File. 


New Mosler Revo-File is the unique rotary active-card file. It’s 
the only rotary card file that: cuts reference time to 142 seconds; 
contains 5 times as many cards as other systems hold in the 
same space; reduces all finding locations to just one; eliminates 
changeover costs. Now there’s no more tugging, toting. flap- 
flipping or pulling...Revo-File is modern...clerks work while 
comfortably seated. And remember, one quick spin of the Revo- 
File drum gives you the card you want...in just 1% seconds. 
For further information, send coupon today. 


NEW MOSLER REVO-FILE 


... the modern rotary card file...another fine product of 
The Mosler Safe Co. ,320 Fifth Avenue, New York1,N.Y. 


AUGUST 1958 


No attachments! No hole punching! Cards not at- 


Use Readers’ Inquiry Coupon on Page 86 


No effort! Cards come to clerks with spin of drum. 
Revo-File available in manual and automatic elec- 
tric models 


SOeiasriaesimeeatagltesapetr epee 


| REVO-FILE DIVISION * THE MOSLER SAFE CO. | 
| Department OM-858, 320 Fifth Avenue, New York 1, N. Y. | 
| Gentlemen: | have 2,500 or more cards and— | 
| [] | am interested in additional information on Mosler | 
| Revo-File. | 
(] | am interested in a free 30-day office trial of Mosler 
| Revo-File. 
Name | 
| Position | 
Company. 
| Address | 
| City __Zone___State. I 
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TOMATION? 


This Baltimore Business Form 
- Order, Invoice, Delivery System— 
In One Compact Salesbook! 


i . . 
Your salesman writes order, invoice, 


delivery receipt, accounts receivable and 
auditing copies ... a// at one time. You 
get many of the laborsaving advantages 
of automation with none of the expense. 


Bound into easy-to-handle books, 
with pre-inserted one-time carbons, 
salesman merely writes order and all 
necessary copies are done! For positive 
accounting control, you can have your 
choice of regular consecutive numbering 
or combined book and check numbers. 
Either way, the combination of one-time 
carbons, convenient book binding, and 
precise numbering saves you time and 
money. 


Many other time & money savers available 
New forms are being designed every day 
by Baltimore Business Forms “System 
Planners.” Take advantage of their 
experience. Have your Baltimore Busi- 
ness Forms Representative check your 
operation for new cost-cutting methods, 
through better business forms planning. 
Call or write for FREE samples 
Free samples and recommendations are 
yours on request, no obligation. Look 
in the Yellow Pages under “Business 
Forms” or “Sales Books,” or write 
direct to: THE BALTIMORE BusINESS 
Forms Company, 3134 Frederick Ave., 
Baltimore 29, Md. 


Baltimore Business Forms 


(Division of THE BALTIMORE SALESBOOK COMPANY) 


Saving time and 


a 
ee 


reducing costs in business and industry 


Tools of the Office 


payrolls. Prices vary, according to 
system and size of installation. 

Speedograph, Inc., 5440 S. Ashland 
Ave., Chicago 9. Speedograph offers 
a one-writing system of the peg- 
board variety for use in payroll, ac- 
counts receivable and payable applica- 
tions. Price, $20. 

The Todd Co., Inc., Div. of Bur- 
roughs Corp. SEE: Burroughs Corp, 
Todd Co. Div. 

Visirecord, Inc., Copiague, L. 1, 
N. Y. Firm has made the Triposter, 
a one-writing system in which account- 
ing forms are placed on a writing 
surface which forms the top of a flat, 
box-like device. The equipment has 
been available for such operations «as 
installment accounts receivable, small 
loans, layaway, window posting, et al. 
Current details not available at press 
ume. 

Wilson Jones Co., 209 S. Jefferson 
St., Chicago 6. This company has 
offered a special Short Cut Credit 
Sales System for recording charge and 
time payment sales for small busi- 
nesses. 


Charts, Tables, Seales and 
Miscellaneous Devices 


Ayres Corp., Box 1081, Wilming- 
ton, Calif. The Calculator-D, in one 
basic model, is a payroll tax computer 
for computing taxes. It consists of a 
cylindrical device containing a rotat- 
ing drum which carries a chart show- 
ing various deductions. Price, $15.70. 

Bates Accounting Forms Co., Inc., 
33 W. 42nd St., New York 36. Firm 
has manufactured the Taxmeter, a 
small device containing a_ rotating 
drum which carries a chart showing 
pre-computed taxes. Current details 
not available at press time. 

Cel-U-Dex Corp., Box 1127 New- 
burgh, New Windsor, N. Y. Firm 
supplies a series of transparent index- 
ing devices, systems and equipment. 

Consolidated Business Systems, Inc., 
Jersey Ave., New Brunswick, N. |. 
Consolidated manufactures “Redifixt” 
business forms for diversified account- 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 86. 
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The principles of ‘Procedural =— iS 
Microfilming,” when applied to — a" = > 
bookkeeping procedures, add efficiency and — ’ ns Ss — = Na a — 
time-saving plus the 100% photographic 2 a _— 4 Z2-= 33> — 
accuracy available only with microfilm. . , = s 2s = =: ss: ——- 
In the preparation of a schedule = : NS = == 
of accounts, the new Flofilm 9600, = SS = Ss 
can process up to 2,000 ledger - 
sheets an hour, bringing a new high 
in bookkeeping efficiency! eA 
By “Flofilming” daily journal 
entries, complete protection “oa 
against loss or destruction 
of these vital records is assured. 
By ‘Flofilming”’ invoices, MICROFILM Cc AMERA 
non-descriptive statements can be Flofilm 9600—first micro- _ 
prepared, reducing billing costs. film camera specifically 


For more cost-saving applications, designed for “Procedural 

send today for your free copies of Microfilming.” 

“An Introduction to Microfilm” and a manual , 

on “Procedural Microfilming. © Meterized © Portable o tenes 
Flofilm Division, Norwalk, Conn. e 
Please send the following: (] An Introduction to Microfilm 


[ Manual of “Procedural Microfilming™ ' 

Name Title : 

># a 7 % Company ‘ 
 Flofilm Division « Norwalk, Conn. Address 
Sales and Service Offices in All Principal Cities 89 te sate eel 
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is to call your Linen Supply Man! 


Look in the Yellow Pages 
under ‘Linen Supply” 
or “Towel Supply” 


s ey 


No matter who you are... 


Note: No investment, no maintenance, 
no inventory. Everything is furnished 
and serviced by your linen supplier, at 
low cost, and tailored to your needs. 


You only call once to arrange for regular, 
dependable delivery of all your linen 
requirements. You get the luxury and 
quality of cotton cloth. (And, of course, 
there is no substitute for cloth.) 

The nearest Linen Supplier is no further 
away than your telephone. Call today. 


Linen Supply 


ASSOCIATION OF AMERICA 


and National Cotton Council 
22 W. MONROE ST., CHICAGO 3, ILL. 
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ing methods and procedures. 

Delbridge Calculating Systems, Inc., 
2502 Sutton Ave., St. Louis 16. Firm 
has offered a line of charts, tables and 
scales giving figures for a wide variety 
of accounting purposes. Current de- 
tails not available at press time. 

Friden, Inc., 2350 Washington Ave., 
San Leandro, Calif. Firm offers a 
series of charts to assist in bookkeep- 
ing and accounting work. Tables 
cover a great variety of subject matter, 
ranging from typical business statistics 
to conversion of ounces per bottle to 
gallons per case. 

Max Isaacs, 1019 McDonald Ave., 
Brooklyn 30, N. Y. This company 
produces the “Payroll Pal,” a device 


— 


which shows witholding tax and other | 
payroll deductions on a single line. | 


Statistics on New York State, and 
New Jersey, Delaware and Maryland, 
and the City of Philadelphi«, available. 
Price range, $2 to $3.50. Three mod- 
els of the Wage Rate Calculation Book 
range in price from $5.95 to $20. 


Melcar Office & Business Equipment, | 


480 Canal St., New York 13. Morton 
charts, in three models, are designed to 
calculate payroll deductions. Charts 
range in price from $3.50 to $5. 

Payroll Tax Service, Inc., 44 W. 
29th St., New York 1. Gem chart: 
show weekly tax deductions on Social 
Security, Federal withholding, New 
York disability and New Jersey un- 
employment. Price, $2. 

W. H. Pusch, 427 W. Lynwood, 
San Antonio, Texas. Firm offers the 
“s8er” plastic slide rule used for fig- 
uring problems such as installment 
loans and other installment accounts. 
Priced at $4.50. Other slide rules 
available for specialized operations. 

S. K. Forms Co., 1907 Chestnut St., 
Philadelphia 3. Two tables are offered 
in the SK book of combination tax 
tables for use in payroll computations. 
Priced at $2.50. 

Silver Bells, Ltd., P. O. Box 982, 
Carmel, Calif. Firm offers line of 


aluminum disk-type scale calculating | 


—_—- 


devices for commercial and technical | 


calculations. 

Specialty Papers Co., 2028 Farring- 
ton St., Dallas. Specialty has offered 
a disk-type scale for computing elapsed 
time for payroll calculations. Current 
details not available at press time. 


For further information, use 
Readers’ Inquiry Coupon on 
Page 86. 
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It used to play music... now it writes your letters! 


Auto-typist record ‘““memuvy ” roll 
operates the typewriter 
to write personalized letters 
... by automation! 


Remember the player piano and 
how it played music as if by 
magic? It was the roll with its 
perforations that played the 
notes. Similarly, Auto-typist’s pa- 
per record “memory” roll... heart 
of the Auto-typist .. .“plays” the 
keys on the typewriter to write 
your letters... automatically and 


accurately! Auto-typist elimi- 
nates routine typing and dicta- 
tion, and is the answer to any vol- 
ume repetitive correspondence 
problem. 

Auto-typist can be used with 
any standard model typewriter, 
and one person can produce 100 
to 125 letters a day. . . 3 to 4 times 
normal manual typing output! 
And, it’s so simple... precom- 
posed numbered letters or para- 
graphs are perforated on the 
paper record memory roll, which 


Send coupon for full information, 

and get your free copy of the new booklet, 

“60 Best Business Letters” to help you with your 
correspondence. Covers all types of business. 


AMERICAN AUTOMATIC TYPEWRITER COMPANY + 2323 NORTH PULASKI ROAD + CHICAGO 39, ILLINOIS 
MANUFACTURERS OF AUTO-TYPIST, COPY-TYPIST AND CABLE-TYPIST 
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will store up to 250 lines of copy. 
Letters or paragraphs are num- 
bered to correspond to push- 
buttons, then Auto-typist 
automatically picks them out and 
types them perfectly! Manual in- 
sertions can be made at any time. 
See how Auto-typist can save you 
money ! 


American Automatic Typewriter Co. 

Dept. 148 

2323 N. Pulaski Road, Chicago 39, IIinois 
Gentiemen: 


Please send me full information about Auto-typist and 
free booklet, ‘60 Best Business Letters.” 


Name scieclseelittneaantiepnatieinetes 
Company and Title sinalicsbitiainndlidiieinbassttiabiiae 


Address 


a ID scccinicinsebinsis 
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Simplified Tray Removal | 


of PEERLESS Card Files 


7 = oo ease your work loa 


So easy to remove—so easy to replace—simplifies office routine. 
Now, without effort, file trays of index cards can conveniently be 
removed to any part of the office for detailed card work. 


-.. addition, there’s 7 cost economy—for the Peerless- 


wsiokase® ed cradle is less costly t 
aa Jar files with drawers on sus- 
eS : ouunien glides. Plus, savings in 
wilt Be time-costs of each job. 
* ary 
, FILE DRAWERS 
ARE EASILY 


REMOVED FROM 
CRADLE AND ft 
ae CONVENIENTLY 


Poti TRANSFERRED 


TO ANY 
i 2 OFFICE 
4 LOCATION. 

e. YOUR EASY 
a WAY TO 
& SIMPLIFY 
HEAVY WORK 


a SCHEDULES. | | 


Top illustration shows cadmium plated follower block . . . 
no paint to mar cards .. . center photo illustrates positive 
locking of follower block . . . lower view demonstrates com- 
plete ease of operation. No damage to cards. Free literature 
(Form #100-A) gives you ALL the facts. Write for your 
copy today. 


ee 


STEEL EQUIPMENT CO. 


6600 Hasbrook Ave., Philadelphia 11, Pa. — 


NEW YORK CHICAGO HOUSTON LOS ANGELES 
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Automatiou— 
(From page 45) 


tions. The eighth application, high- 
way engineering computations, is a 
technical function. A ninth function, 
driver licensing, was determined to 
be best pérformed “mnually, as_ is 
presently done. 

“In developing the recommended 
programs for computer application, 
considerable procedural revision was 
accomplished. Essentially, this pro- 
vided for maximum performance by 
the computer of routine clerical opera- 
tions, maximum production of | by- 
product data, and the automatic re-use 
of previously recorded basic data. As 
a result of these changes in both pro- 
cedures and processing methods, 
greater accuracy, more timely report- 
ing, and improved accounting and 
management control are anticipated. 
Furthermore, provision was made for 
the timely deposit of receipts in those 
areas, such as income tax and motor 
vehicle registration, where a physical 
problem was found to exist at present.” 

In cost comparisons, the report sum- 
marized present annual operating 
costs for the eight functions which it 
recommended for computer applica- 
tion at $3,475,647. Of these present 
operating costs, $3,331,000 is for 
salaries of 727 fulltime, and 348 
seasonal employees, $144,647 for pres- 
ent machine rental costs. 

According to the report’s estimates, 
under computer operations, the eight 
functions would require 453 full-time 
and 152 seasonal employees at an 
annual cost of $2,252,000. Thus, there 
would be a total salary savings of 
$1,079,000, and machine savings of 
$144,647 for a total of $1,224,000. 
This would be partially offset by the 
cost of the data processing center it- 
self, estimated at $633,751 per year, but 
annual net savings, according to the 
analysts’ figures should still amount 
to $590,000. 

Installation of the electronic com- 
puter recommended in the feasibility 
study, which has been endorsed in a 
report by Governor Orville L. Free- 
man, will require action by the legis- 
lature at the 1959 session. If the 
center is authorized, the computer 
will go into operation sometime next 
year. 

Even though the proposed elec- 
tronic data processing center, if in- 
stalled, will, according to the survey, 
be able to assume 60 per cent of the 
total clerical data processing load of 
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the state, assumption of all the duties 
that could ideally be assigned to it 
would take only part of the com- 
puter’s capacity on a two-shift basis. 
This means that additional and cur- 
rently unforeseen loads, beyond initial 
programming costs, could be assumed 
by the compugér at very little addi- 
tional cost. 

The State of Minnesota, or for that 
matter any other state government in 
any except the most sparsely settled 
states, is hardly a fair standard by 
which a private company might judge 
itself. The average private company, 
that is. Let's look back, for a moment, 
at the figures for the total number of 
clerical workers engaged in the eight 
major areas where the study con- 
conducted for Minnesota showed a 
computer would pay for itself. 

Under present procedures, in just 
the eight areas where computer 
processing is recommended, the State 
of Minnesota employs 727 full-time, 
348 seasonal employees. That would 
be a large force of office employees 
for most companies. Certainly it would 
be if those employees carried only 
selected parts of the clerical burden 
as is the case in Minnesota. But it is 
not an impossibly large force, as the 
recent survey of Office Management 
readers, reported in the article be- 
ginning on page 27, shows. 

According to this magazine’s sur- 
vey, 22 per cent of the reader sample 
survey administered offices with more 
than 100 office employees. That would 
indicate that among our 30,000 readers 
alone, more than 6,000 offices with 
100 or more employees are repre- 
sented. 

And, it the Minnesota survey 
premises are accurate, it would cer- 
tainly seem to indicate that any office 
engaged in general clerical activities 
of a fairly complicated nature could 
certainly afford to investigate one of 
the smaller electronic units at least. 

The title of this series has been 
“Why small companies may need 
automation even more than larger 
concerns,” and that title still stands. 
The point was made in the very first 
article that an extremely small office 
engaged in activities that demanded 
quick reconciliation and matching of 
wide ranges of varing information 
might be a much more logical candi- 
date for a high degree of mechaniza- 
tion than a much larger concern en- 
gaged in manufacturing or selling 
relatively few products to relatively 
few outlets. 
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Buy them for 


every department! 


NEW! .... KODAK VERIFAX BANTAM COPIER . . . ONLY $99.50 


uy ’EM by the dozen—put one 
B in every department! It’s one 
of the smartest moves a large com- 
pany can make, now that you can 
get a Kodak Verifax Copier for just 
$99.50—about half the price of other 
low-cost copiers. 


Think of the convenience—being 
able to get a complete, accurate 


Makes 5 dry copies in 1 minute for 
2%¢ each. . . gives you all the extras 
of Verifax Copying. 


eee eeeeeeeeeeeeee se MAIL COUPON TODAY --+-+--++22> 


EASTMAN KODAK COMPANY 


Business Photo Methods Division, 343 State Street, Rochester 4, N.Y. 
Gentlemen: Please send folder describing new Verifax Bantam 
Copier, and savings it makes possible. Also names of near-by dealers. 


Name Position 


copy of any letter-size item right in 
your office, in less than a minute! 
You'll speed communications inside 
the organization and out. And think 
of the savings in retyping and dicta- 
tion—you can make 5 Verifax copies 
at a time for 2'4¢ each! Some de- 
partments are sure to save the cost 
of their Bantam the first month. 

Despite the Bantam’s low price, 
it’s a true Verifax Copier in every 
sense. Does jobs other copiers can’t 
touch. Mail coupon . . . or ask your 
Verifax dealer to demonstrate. 
(He’s listed in Yellow Pages under 
“duplicating” or “photocopying” 
machines. ) 


Price quoted is manufacturer's suggested price 
and subject to change without notice. 


Verifex Copying 


DOES MORE. . . COSTS LESS 
. .. MISSES NOTHING 
te ee, ss 


¢ 


72-8 


Company 


Street 


City State. 


TRADE MARK ( 
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That’s why this handsome General Electric 
Hot and Cold Combination model is so 
popular. Serves piping hot water for coffee, 
tea, cocoa, broths, soups and other instant 
beverages. Cuts coffee-break time—and 
boosts morale as it does so. 


: 


Same G-E Combination serves refreshing 
cold water—and includes a roomy refrig- 
erated compartment. Ideal for storing 
beverages, milk, lunches and—if desired— 
chemicals, biologicals and other unusual 
perishables. Also provides generous supply 
of ice cubes. A virtual refreshment center 
on 15” x 15” of floor space—serves up to 


45 office workers. 


comma’ 


PRESSURE TYPE HOT AND COLD 
COMBINATION. Another popu- 
lar G. E. model for cutting coffee- 


% break time. Provides a constant 
supply of piping hot and spar- 

p kling cold water. Serves up to 

NS ~ 155 people in schools and offices 

‘S : —90 people in light industry. 

iy 


luy now for extra volues 


GENERAL 3 ELECTRIC 


BOTTLE TYPE WITH COLD COM- 
PARTMENT. Supplies wholesome 
cold water at all times—and has 
a roomy refrigerated compart- 
ment for storing beverages, 
perishables, etc., provides gen- 
erous supply of ice cubes. 
Serves up to 45 office workers. 


STANDARD PRESSURE TYPE. 
Features no-squirt bubbler— 
anti-splash basin—easy-to-clean 
top — full-width foot pedal. In 
7 different sizes — serves from 
40 to 85 factory workers—45 to 
145 office workers. Bottle type 
also available. 


For full information call your General 
Electric Water Cooler dealer—or write 
General Elzctric Company, Air Conditioning 
Department, Troup Highway, Tyler, Texas 


GENERAL @® ELECTRIC 


In Canada, Canadian General Electric Co., Ltd., Montreal 
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Obvi- 
ously when volume and streams of 
information are both relatively small, 
the financial importance of the com- 
pany can be very great, but the num- 
ber of clerical personnel needed to 
get its work done can still be rela- 


Those examples still hold. 


tively small. An investment bank 
would be a perfectly good example. 
A manufacturer of a single unit used 
in the products made by a few giant 
manufacturers would be another. 

Where there are a few simple 
products, and there are no variations 
within products, no parts inventory 
that must be kept on hand, no dif- 
ferentiation of models, no great num- 
ber of sub-contracts, or orders—the 
clerical operation, no matter how large 
the company in fiscal terms, is apt to 
be a relatively simple one. 

The simile in the example drawn 
from the State of Minnesota is the 
driver licensing operation. Great vol- 


ume, but a_ relatively very simple 


operation which involves only one 
main clerical operation—a _ simple 
matching process. The consultants 


studying the operations of the Min- 
nesota government recommended that, 
even though a computer might be 
installed, this particular clerical opera- 
tion should be kept on a manual! 
basis. 

It was simpler that way. And what- 
ever is simplest is best, as long as the 
necessary results are achieved in_per- 
fectly satisfactory form. 

That could be cited as a 
ground rule of automation, either of 
the first or second level to use the 
terms we have established in this 
series. If the clerical process is neces- 
sarily complicated, if it really involves 
a number of steps, a number of 
reconciliations, and all the analyses 
of all the experts cannot materially 
reduce that number of steps, that num- 
ber of operations, then the process is 
probably susceptible to mechanization, 
or automation. There is one proviso 
—that the process be carried out fre- 
quently enough to justify a machine 
application. After all, a process may 

¢ very necessary once in a long, long 

time; it may also be necessary that 
it be carried out meticulously, ac- 
curately, and in great detail. But if 
the process need only be done once 
a year, and it can be accomplished by 
human means within a_ reasonable 
time, it is still best to handle it with 
human hands and human brains. 

This still does not answer all the 
questions of the companies which may 
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have more than 100, but Jess than a 
1,000 employees, which may have 
fairly complicated manufacturing and 
sales order processes, which may have 
to keep inventories, which may have 
to be prepared to supply a number 
of variations of a number of products 
—and which cannot afford to install 
a giant data processing system. 

This series has tried to outline the 
basic ground rules by which such 
companies can proceed, the possibilities 
that are open to them. It has dis- 
cussed a small religious charitable or- 
ganization office in San Francisco, 
which, because it required high speed 
processing of a relatively large 
volume of data, found it profitable 
to install mechanized equipment. It 
has followed the examples through 
various levels of organization until it 
has concluded with the example of 
the state government of Minnesota, 
a large and complex organization 
carrying out a wide range of re- 
sponsibilities. 

The average commercial company 
in this country falls somewhere be- 
tween the two extremes. But within 
the two extremes there is a wide 
variety of equipment. The smallest 
computers, that are true computers 
at all, have the same basic abilities as 
the large units; they lack the capacity 
and the speed. But they can carry 
out the same reconciliations, they can 
match fresh information against stored 
information, they can ‘calculate, they 
can make simple decisions according 
to the program that has been stored 
in their “memory.” 

They can carry the clerical load—if 
the clerical load is of a nature and 
a volume that justifies a computer 
at all. 

The equipment is available, at an 
appropriate level and price for every 
office that really requires equipment. 
The reaction that has set in against 
“automation” has not been the result 
of a fault in the theory, or a fault 
in the equipment; it has come as a 
result of human failure to judge cor- 
rectly when heavy equipment was 
needed, and, assuming it was, what 
equipment was needed, and how it 
could best be used. Sometimes heavy 
mechanization of clerical routines is 
superfluous, time consuming, inefhi- 
cient, and—because of all these fac- 
tors—obviously expensive. Sometimes, 
it is the most obvious, logical, and 
economical solution to a given situa- 
tion. And, sometimes, as we have 
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See > a, i J — 


Ready for “= 
new Postal Rates? . 


Up go your postage costs from 3¢ to 4¢ an ounce for first class 


letter mail, from 6¢ to 7¢ for airmail. (That makes it 64¢ a pound ae. 
for regular letters, $1.12 for airmail!) | 
Starting August Ist, when the new rates take effect, a precision 3 
mailing scale is more of a must in your office than ever fe 
before! Overpaid letters will cause even Beier: 


heavier hidden postage losses; underpaid 
letters cause “Postage Dues,” cost 
you good will! 

Pitney-Bowes’ mailing scales are 
fast-acting, accurate and dependable, with 
widely spaced chart markings that can 
be read correctly at a glance. 

There are models for every office, 
large or small, including a parcel post 
scale of 70 Ib. capacity. 

Ask the nearest PB office to 
demonstrate, or send the coupon _ 
for a free illustrated booklet. 


FREE: Handy desk or wall chart of Model §-510, 


latest Postal Rates, with parcel post all-purpose ee 
map and zone finder. scale. oe 


@) ermney-nowes Mailing Scales J 


= Pitney-BowEs, Inc., 2997 Walnut St., Stamford, Conn. 


~” Originator of the postage meter ... offices in 107 cities in U.S. and Canada a 
r 
niacin teh atmos i- 
Model 4900 for the small % 


| PITNEY-BoweEs, INC. 
2997 Walnut St., Stamford, Conn. 
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Sees: 


pointed out in this series, it can offer 
a whole new dimension to the work 
done. 

It can offer the possibility of 
achieving summarizations, never be- 
fore available, of eliminating whole 
sequences of work of no value in 
themselves except as stepping stones 
to results that were necessary. 


Automation not a magic formula 


Automation, first or second level, 
is no wonderous, incomprehensible 
entity in other words. It is a tool, 
a provable set of principles, that can 
achieve results in exact proportion 
to the intelligence and understanding 


with which it is used. As a set of 
principles, it is applicable or not appli- 
cable in any given situation—but it 
takes human brains and human under- 
standing to decide when it can be 
applied, when it cannot. Mechanical 
decisions based on any factors other 
than a precise understanding of what 
is to be done, and what is the best 
way to do it, can lead to mistakes, 
and serious ones. And only human 
brains, intuition, and judgment can 
ever “understand” anything. 

And there lie the roots of the 
present cynicism about “automation” 
—in abdication of human evaluations 
before an impressive and _ reassuring 
word. The failures chalked to the 


Mr. FE. P. Jorpan, Jr., 
General Sales Manager 


A. B. Dick Company, 
Mimeograph, Spirit, Azograph, 
Offset, Folding Machines, etc., 

Chicago, Illinois 


We use the Traveletter System at A. B. Dick Company 


Traveletter 


. .. the better system for 
handling travel expenses. 


Dascesptiwe Brochure on Request 


TRAVELETTER CORPORATION 


“From a management standpoint we like it be- 
cause it saves time and simplifies paper work. It 
reduces errors. Expenses are reported while they 
are still fresh in the minds of our sales representa- 
tives. Also, Traveletter expense reports are com- 
pletely compatible with our accounting methods. 


“Our sales representatives like Traveletters, too. 
They like being reimbursed—without delay—for 
money they've spent. No one complains about fill- 
ing out a simple expense report in order to cash 
a Traveletter. 


“As a credit reference, it's excellent! We've been 
using Traveletters since 1949 and I've yet to hear 
of anyone having trouble cashing one.” 


The Traveletter System reduces cash advances, 
saves accounting time, prevents lost time and lost 
orders, builds morale of salesmen. 

Used by companies employing from 1 to 1,000 
travelers, including United Aircraft Corporation, 
American Cyanamid Co., Western Electric Co., 
and many others. 


© GREENWICH 6 CONNECTICUT 
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score of automation are not the 
failures of machines, nor are they 
the failures of a theory of work: they 
are the failures of human beings who 
forgot to analyze their needs in terms 
of the capabilities of the machines, 
and the terms of the theory, who 
hoped for a magic solution, and—find- 
ing none—scorned the benefits that 
could be gained. 


Profile— 
(From page 29) 


in the interest and variety of office 
jobs. Strangely, though, sharp differ- 
ences of opinion are revealed in the 
different categories. For instance, well 
over half the industrial respondents 
believe there will be significant changes 
required in training, and nearly two- 
thirds of the financial group agree 
with them, while a large majority of 
executives in the mercantile group 
foresee no such change. Similarly, an 
increase in the interest and variety of 
office jobs is expected by leaders in 
every type of business except public 
utilities and transportation. There a 
majority expect office jobs to remain 
just about as they are today. 


Ansul Chemical— 
(From page 41) 


side their normal work area, in 

a relaxed and easy atmosphere. 

One procedure we followed was to 
schedule women for the tours alpha- 
betically. This avoided two situa- 
tions: Taking too many women from 
one department at the same time, and 
(2) Relating the individual’s job im- 
portance to the date she was invited 
to take the tour. After the tour was 
over, the personnel department sent 
questionnaires to each woman asking 
for comments. The completed ques- 
tionnaires (we had 100 per cent re- 
turn) help us evaluate and improve 
the tours on a continuing basis. 

Measuring the results of any com- 
pany information program is often 
dificult, but we're very encouraged 
by the questionnaire responses and by 
the observations we’ve made. We be- 
lieve women’s attitudes toward the 
company are changing—toward a 
more positive feeling, one of greater 
identification—and also that this is 
resulting in greater efficiency. 

To back up this conviction, here 
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are some typical comments quoted 
from anonymous questionnaires: 

“Like tour very much—helps to 

understand what people are talk- 

ing about around here.” 

“Very interesting to know history 

of company—products manufac- 

tured here and processes of manu- 

facturing. Nice to know what 
things look like which you type 
and write about every day.” 

“Enjoyed tour very much—most 

educational.” 

The total number of women par- 
ticipating in each tour was held to a 
maximum of 15. Purpose was to 
make the group easy to handle and 
to use only one guide who could be 
heard by everyone. 

Here’s the schedule we followed: 

1. All departmental managers were 
notified of the tour’s outline and pur- 
pose and asked for their comments. 

2. Notices were posted on com- 
pany bulletin boards telling everyone 
what was going to take place. 

3. Invitations to take the tour were 
sent to each of the women as a trip 
was scheduled for her, showing date 
and time. 

4. Each woman received an outline 
and timetable of the tour. 

5. At the assembly point each 
woman received a badge with her 
name on it to help -her know her 
tour companions better and to identify 
the group as it toured. 

The tour begins with a short ex- 
planation of the itinerary and a brief 
company history. The actual tour 
covers manufacturing buildings, fire 
test field and company offices. The 
last phase is a question and answer 
session with representatives of top 
management. Total time elapsed— 
two hours. 

We have set aside the third Tuesday 
of every month for the trips until all 
the salaried women who want to 
have completed the tour. Tours will 
then be planned every three months 
for ofice women who have recently 
joined the company. 

Plant tours are just one of our 
efforts to help each woman use her 
full capabilities on the job. We're 
continuing to investigate other projects 
such as advanced courses in shorthand 
(completed now), ‘business English 
and speed reading. The process is 
slow, but we believe we can already 
see indications of better co-operation 
and a real feeling of belonging which 
is essential to success on the job. 
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The all-automatic Dri-Stat ‘200’ 
really does a job~-and it’s 


If you use or make copies of anything 
from office correspondence to legal 
documents, from photos to blueprints, 
from memos to contracts, you'll be 
excited, too, when you see what the 
Dri-Stat ‘200’ can do. For example: 


e@ It copies anything written, printed 
or drawn — at pennies per copy. 


@ The copies are clear, sharp, black 
and white, with no muddy in- 
betweens — something you would 
expect with any photocopyer, but 
don't always find. 


@ Works in normal office light. 


@ Copies papers up to 9” wide, in any 
length. 


e Eliminates proofreading. 


one 


Ask for this informative, un- 
biased fact-folder, “Office 
Copy Machines and How to 
Choose the One to Suit Your 
Needs.” 


ly 195 


e Can be used by anyone, with less 
than 3 minutes’ instruction. 

e Pays for itself in time saved! 

The proof of the pudding is in the eat- 

ing. We'll stand behind our claims with 

an actual, no-obligation demonstra- 

tion. Ask to see the Dri-Stat ‘200’ be- 

fore you decide on any machine. 


And remember: The Dri-Stat ‘200’ is 
the first truly automatic photocopyer 
priced under $350. 


AUTO-FEED, an exclusive, automatic 
paper feed is optional. Dri-Stat ‘200’ 
with Auto-Feed is $245. Also available 


is the Dri-Stat ‘400’ which copies 
materials up to 14” wide. 


DRI-STAT DIVISION 
Peerless Photo Products, Inc. 
Shoreham, N. Y. 


Om-8 


C) Please send me your FREE folder, ‘Office 
Copy Machines and How to Choose the 
One to Suit Your Needs.” 
CD I'd like to see a FREE Demonstration. 
STAT Noame_____ = oa ci titcccraliatc 
PEERLESS |} “"""” - 
= Street - 
City Zone_____ State. 
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Business letters— “find out,” don’t “ascertain.” Elim- 
(From pa ) inate such unnecessary words as “said” 
~_ contract, “as per our,” “not too dis- 


I checked with Bob Carleton, tant.” Such ponderous phraseology 
manager of our sales department, doesn’t help one bit. 

shortly after you called me yes- 4. Get several good writing refer- 
terday. He agreed that the ences and use them as guides . . 
change in contract £45278 is “Do it yourself” does not mean “go it 
very much in order. We'll send alone.” One or two good reference 
you an amended contract for helps are all that you’ll need. Any do- 
your signature in a day or two. it-yourself plan needs some guidance 


Keep your technical language, trade and disection. 


terminology, and the like. This is Many publications helpful 
usually essential. But throw out all The writing authorities, through 


the forbidding, antequated phrases their publications, will help. Several 
which hinder reading and impede related references should be investig- 


understanding. Keep the writing ated, such as the services of the Amer- 
simple. “Get,’ don’t “procure;” —_ ican Business Writing Association at 


“check with,” don’t “consult with”; the University of Illinois, and the 


A/1/ 


/TUPSIE 


NON-GLARE ’ 
GLASS TOPS 
is ff 


ALMOST INVISIBLE 
GLASS WITHOUT 
GLARE 


What welcomed eye-comfort you get with Tru-Site. That’s because a 
Tru-Site non-glare glass top stops annoying, eye-straining light reflection 
while it protects your desk with an almost invisible glass. 
No wonder Very Important People insist on glare-free Tru-Site. 


See a dramatic visual Tru-Site demonstration without cost or obligation. Write today. 


DEARBORN GLASS COMPANY 


6600 SOUTH HARLEM AVENUE, BEDFORD PARK, P. 0. ARGO, ILLINOIS 
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Good Letter Writing Bulletins pub- 
lished by Boyce Morgan, Washington, 
D. C. 

Don’t overlook the valuable infor- 
mation available from the U. S. Gov- 
ernment Printing Office. The small 
brochure, “Plain Letters” (cost 30 
cents) is in itself an excellent writing 
guide. On a large scale, the Better 
Letters program of the New York Life 
Insurance Company is a model which 
might well be studied with care. 

5. Know the fundamentals of cor- 
rect English . . . Leave the technicali- 
ties of English to the English teachers. 
But all good letter writers must know 
the fundamentals of good English as 
well as the basic principles of how to 
write a business letter. 

Know what a sentence is. Too many 
letters contain incomplete thoughts 
which, by definition, are not complete 
sentences. Keep the sentences short, 
varied, interesting. Too many short 
sentences are monotonous and make 
for choppy reading; too many long 
ones are confusing, hard to read and 
understand. We want simple, easy- 
to-read and easy-to-understand letters. 
This means the shorter the sentence 
the better, as long as the message is 
conveyed without appearing curt or 
losing its friendly tone. 

Wage a constant fight against too 
many passive words. Notice how they 
enervate a letter: 

Your help is needed if we are to 
complete this project. (passive) 

We need your help to finish this 

job on time. (active). 

Use simple, well-known words. The 
employment of intricate etymological 
exercises in the language of the turbu- 
lent world of business is not rightfully 
within the writer’s bailiwick. Good 
advice, but confusing to any of us 
even with dictionary in hand. 

This is admittedly a_ far-fetched 
example, but it does show that un- 
familiar words reduce both the speed 
of reading and comprehension of 
message. 

One of the cardinal principles of 
letter writing is to eliminate unneces- 
sary words. Limit your sentences to 
an average of, say, 15 words. Most 
people use twice as many words as 
they really need. There is, of course, 
no rule for how long a letter should 
be; but remember, short letters are 
read first! 

6. Organize your thoughts before 
writing . . . Organization is half the 
battle! Don’t start writing first and 
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develop your thoughts and ideas as 
you go. If you do, you'll tend to 
ramble; your letter won’t follow a logi- 
cal order. Visualize your reader first; 
think of what you'd like to tell him 
if you were sitting by his side. 

Now, the welter of ideas that you 
would like to impart to him must be 
put in writing. Are there any guides 
to follow in organizing a_ business 
letter? Definitely! In the opening 
paragraph, get the reader’s attention, 
refer to previous correspondence, if 
necessary, but mention what the letter 
is about and make the reader want to 
read on. In the body of the letter state 
your “piece,” your message, without 
wasting words. And, in the closing 
paragraph, include a clear statement 
of what action you want from the 
reader. Keep the closing short and 
the impression you want to get across 
clear. This is the impression that 
lingers in the mind from which the 
action you request will spring. 

You're almost ready to write—not 
the letter—but an outline. Develup 
an outline, at first on paper, later on 
just in your mind. Use a key word 
or two to represent the principal 
thought in each paragraph. In reply- 
ing to an invitation to speak to a 
group of businessmen, you might out- 
line key points in. the three para- 
graphs of your letter as follows: 

(1) thanks, mention date 

(2) details, type of group, etc. 

(3) see you soon; send info 


Prepare outline first 


One or two words so sketched fur- 
nish a logical sequence and an orderly 
arrangement of facts for your letter. 
You won't easily omit important facts 
if you’ve jotted them down. And if 
you're answering a letter, this outline 
might be made in the margin of the 
original letter where you've under- 
scored points of importance to include. 

Good letters are the products of 
orderly, well-organized minds. Good 
letter writers know what they are 
going to say before they start writing. 


7. Get plenty of writing practice | 


. . « Practice makes perfect. At least 
much well-directed writing practice 
will produce writing improvement. 
Once you have the purpose of the 
letter and the reader in mind, organ- 
ize your proposed message and start 
Writing. Write what you would say 
to him in person, and be courteous 
about it. Cultivate the rare writing art 
of “brarity,” that is, a combination of 
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brevity and clarity. These are the 
two indispensable ingredients of good 
letters. 

Know when to stop. Keep in mind 
the unofficial motto of Toastmasters 
International: Get up, speak up, shut 
up, and sit down. This applies to 
letter writing, too. 

If you’ve a yen to write better 
letters, try this suggestion. Have your 
secretary make one extra copy of 
every letter you write for one month. 
Keep these extra copies in a separate 
file folder marked “Rush!!” in which 
you've retained all copies of you 


form letters and memos as well. Now 
you're all set for the remedial work— 
to find your writing faults. 

8. Take a letter audit periodically 
to find your major writing faults .. . 
You've got to recognize your writing 
difficulties before you can do anything 
about them. A letter audit is one 
good way of locating your letter-writ- 
ing weaknesses. 

Take your folder of letters home 
with you. There probably won't be 
the time or the motivation to do this 
audit on the job anyway. Analyze 
your letters; take them apart; note 


mailing costs going up? 


cut them down with DUPLIS NAP, 


A typist, a typewriter, and Dupli- 
snaps give you a complete address- 
ing department—at low cost. 


Duplisnaps are sheets of blank. 
perforated, gummed addressing la- 
bels interleaved with smudge-resist- 
ant carbon in easy-to-use “snap out” 


forms. 


Find out today how Duplisnaps can 
help cut your mailing costs. Sold at 
all leading stationers. 


® REG. T.M. — U.S. & CANADA 


UREKA SPECIALTY PRINTING CO. 
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VISUAL 


MAGNETIC 


CONTROL 


ORGANIZE FOR ACTION 
SHOW 
ELIMINATE MISTAKES 


> $3800 


including Magnetic Elements 


MAGNETS MOVE FASTEST—AND EASIEST—OF ALL 


SIMPLEST VISUAL CONTROL FOR 


Sales @ Production @ Personnel 


Maintenance ® Machine Loading @ Scheduling 
Charts 


@ Visual Presentations @ Graphs 


COLORFUL MAGNETIC ELEMENTS 


FACTS INSTANTLY Price Lict & 


Brochure OM8 
Priced From 


FREE 


Methods Research Corp. 


443 Mosel Avenue, Staten Island 4, N. Y. 
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“My Spinnit Paper 
Drill Paid for Itself 
in 4 months,” 

says small printer. 


only 
$129.00 


POWER BENCH DRILL 


ont, simple. machine tool design. Clean 


holes thru 1” of stock. Chip disposal. 


Sharpening chuck. Table, 12” x 18”, fully 
adjustable gauges. Slitting and slotting 


LASSCO 
CORNER 
ROUNDER 
Model 20 
$24.00 
—including one cutting unit. 


Four shear-action “plug-in” units 
available: Ye", Ys", ¥%", V2". 


Cuts %2” of stock. Heavy-duty 
Floor Model also available. 


For complete details write: ' 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


your writing pattern. You will soon 
find that you have certain character- 
istics of writing style, certain writing 
habits, that are easy to discover. Watch 
especially for weak verbs such as “is,” 
“are,” “were,” “was,” “has,” “have” 
for long sentences, and unnecessary 
words. Find — substitutes 
words like “procedure,” 
“excellent,” “conditions.” 

A check list similar to the one 
shown in Figure 1 will help you to 
analyze your letters. At least it can 
serve as an aid in detecting trouble 
spots in your writing style. Of course, 
there are many psychological forces 
which play on the reader’s under- 
standing of a written message. These 
factors cannot be rated with any such 
objective measure as a check list. 

After you have literally torn your 
letters apart, try to rewrite them in 
a new, fresher style. Tell the message 
in another way, a more direct way, 
using fewer words. You probably can, 
if you really want to. 

Out here in Iowa there is a saying 
that a “farmer’s work is never done.” 
The same is true of all work improve- 
ment, letter writing included. Ideally 
this audit should be taken once or 
twice a year, or at least until the poor 
writing habits have been broken. 
You've been a long time learning 
these habits. 
overnight. 

g. Get some help in analyzing your 
letters . . . It’s usually casier to spot 
other people’s faults than it is your 
own. Have someone who is qualified 
read over your letters and evaluate 
their probable effectiveness. Enlist the 
aid of an assistant—perhaps your sec- 
retary—who should have a good com- 
mand of applied English. Maybe your 
wife can help you out. And an astute 
son or daughter who may still be in 
elementary or high school can pick 
out many English errors that Father 
makes! Ask your “consultant” for his 
impression of the ideas the letter is 
conveying. Does it agree with what 
you, the writer, intended? 

Then rewrite the letters and have 
them evaluated again. You can be quite 
sure that even at this stage there will 
be decided improvement shown. You'll 
be writing for a reader who can help 
out with your writing problems. 

10. Give your letters this simple, 
basic test .. . Here’s one rule-of-thumb 
suggestion for testing your letters: T:y 
reading them aloud, slowly. If possi- 
ble, have someone else read them to 
you aloud, and slowly. 


for vague 


“policy,” 


They won't disappear 
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Are you pleased with what you 
hear? Do your letters sound simple, 
conversational in tone, personalized, 
and natural? Are they concise and 
to the point? Have they kept your 
interest as you listened to them? Did 
they leave a good, lasting impression 
on you? Was the action you wanted 
easy to spot? Would you sit right 
down and answer them if you were 
the recipient? In short, do your let- 
ters sound like YOU talking? 

A “yes” answer to each of these 
questions means your letters have 
passed the basic “read-em-aloud-and- 
slowly” test. Your letters are no doubt 
good letters. 

The do-it-yourself road to better 
letter writing is fraught with many 
travel hazards. Chief among them is 
procrastination. There isn’t any urgen- 
cy about improving your writing skills. 
You've got to strike the spark of in- 
terest yourself to get the job done. 

Perhaps, then, 
should be added: 

11. Don’t wait; do it now 
Start right now to improve your writ- 
ing. You can improve your writing 
skill if you'll follow these simple do- 
it-yourself tips. 


an eleventh point 


(To be continued ) 


Steel Guides 


Hundreds of uses—expand or adapt your 
present system—create an entirely new 
system. In I" and 2" widths, colored or 
clear windows. Packed 25 to box with 
labels in strips for easy typing. Also 
alphabetic labels, Printed to order. 


PROJECTING SIGNALS 


In 4," to 2" widths. Choice 
of 12 plain colors of 
printed alphabetically, by 
states, months, numbers or 
to fit special needs. 
“VISE-LIKE GRIP"- Jaws of hard tem- 
pered steel hold fast to pressboard, 
card, bond, even acetate. 


See your office supply dealer 
or write direct 


CHARLES Cc. SMITH, INC. 


For more than 60 years, a complete line 
of time-saving signals and indexes 
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Be Just as 
Proud of Your 
Erasing as You Are 
of Your Typing ! 


Lucky you, if you’re using an electric machine or any 
other, for typing distinctive, beautiful impressions 
through carbon paper ribbons! 


Erasing’s so quick, so clean... 


JUST TWO EASY STEPS WITH THESE 
SPECIALLY-SUITED WELDON ROBERTS ERASERS 


NO. 448 GREEN GLOW.) 

® Removes surface carbon 

to prevent smearing. Soft 

green rubber encased in spiral paper wrapping with 
pull string for easy repointing. 


NO. 3650 GRAYPOINT. > 

@ Removes the final image. 

Wood-cased eraser with 

quality gray rubber core. Easily 

repointed in any pencil sharpen- 

er or with a knife. Hexagonal; 

won't roll off desks. With whisk 

for removing eraser crumbs. 

(NO. 365 GRAYPOINT. Same 
eraser without brush.) 


OR... NO. 378 GRAYPOINT. > 
With same quality gray rubber 
core, Spiral paper wrapped, like 
No. 448 Green Glow. 


The Graypoint Erasers are also 
superb for erasing impressions 
typed through fabric ribbons. 


—FREE SAMPLE— 


Write us on your firm's 
letterhead for free sample 
of these Weldon Roberts 
Erasers. Please mention 
your choice BY NUMBER, 
to speed processing. Also 
please mention Office Man- 
agement and name of your 
dealer. 


INUSA 


MADE 


INUSA 


~ MADE 


WELDON ROBERTS 
RUBBER CO. 
365 Sixth Avenue 
Newark 7, N. J. 


World's Foremost 
Eraser Specialists 


8 ng nee MERE 200 a 


‘| Correct Mistakes in Any Language 


ABR a 
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Yes—labeling file folders is 
now fast and clean—no longer 
a chore. There’s no sticky, 
yooey sponge to wet and handle 
...-no bad-tasting mucilage 
to lick. Avery labels are on at 
the touch of a finger... 
easily, neatly and quickly. 
They're color coded—in a selection of 10 beautiful colors 
plus white—for fast, positive identification and reference. 
Improve the appearance of your files by color-coding 
and relabeling each folder with Avery adhesive File 
Folder labels. Expensive folders can be re-used and 
| still remain neat and presentable in your files. 
Filing can be fun—if you do. They'll make your job 
easier—and a boss’s business more profitable. 


fasts... 


Available from your 
stationery or office 
supply dealer—in 
sheets of 8 labels 
with guide lines 
for uniform 
ping—and 
the last label 
| won't slip in 
| the typewriter 
| because of the 
extended back- 
ing sheet! 


AVERY ADHESIVE LABEL CORP., Div. 151 


! 

117 Liberty St., New York 6 @ 608 S. Dearborn St., 
pon om | Chicago 5 @ 1616 S. California Ave., Monrovia, 
ffi I Calif. @ In Canada, 48 Haas Road, Toronto 15, 
me tg them | 2"ario @ Offices in Other Principal Cities. 
today! Write for your | Please send me samples of Avery file folder Labels. | 
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Mechanization helps coordinate voucher 


payments with general ledger posting 


REMITTANCE ADVICE 
PAYMENT CATE 


International News Service 


235 EB. 45th Se, 
New York 17, 8. Y. 


SS ee 
9-30-57 Statement. _. $0e.00 


THE FOREST CiT¥ PUBLISHING COMPANY 
CLEVELAND Pla OF 4l f@—CLewEL AND News 


PVF ANC ta 


VOUCHER NO 


10 1002 


A combination remittznece advice and voucher distribution jacket, the above 


form is treated so that a carbon copy is secured without carbon paper. 


has 


CHECK REGISTER 


© 


0.00 000 0.00 ° 
1,600 
“25.00 PUBLISHERS SYNOICATE $425 50 1000 Ki A $#25.06 
30 NLA SAL 
CHICAGO 2 ILLINOIS 
30.00 UNIVERSAL CARLOADING & $50 oo 1001 aT Vi $5000 
DISTRIBUTING CO INC 
1191 EAST 40TH ST 
500.00 TNE RATT ONAL Sees Savi $500 CT) ° x 
d 1,00 714K < 7 
235 £ $5TH STMET . scien 
NEw YORK IT NEW TORK 
975.00 600 975.00 Goo f| 1003 
r 
Tue Forest Cray Pusysuinc Company ,,10 1002 
CLEVELAND PLAIN DEALER - CLEVELAND NEWS 
CLEVELAND. OHIO 
oO THE ORDER OF x hg 


INTERNATIONAL NEWS SERVICE 
295 € 45TH STMET 
| Mew TORK 17 NEW YORK 


vol D 


| 
| 
| The Clenrland Trust Company 


$500))||\f 


P 


$500.00 


THE POREST COTY PUBLISHING COMPANY 


Yow 


The check register, a carbon copy of check written on the bookkeeping 


machine, shows gross amount and discount, if any. 
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Forms integration. and single 
machine reconcile all records 
of departmental expenses— 


by Marlin Williams, 
General Accounting Manager 
Forest City Publishing Co., Cleveland, Ohio 


THE ACCOUNTS payable procedure 
at The Forest City Publishing Com- 
pany was designed to provide a 
method for the prompt and economical 
payment of goods and services, and to 
coordinate this function with mainte- 
nance of the general ledger. 

Our ledger is set up to provide for 
the accumulation of postings from the 
accounts payable journal, the cash 
receipts journal and the — general 
journal. The end objective in accumu- 
lating this data in the expense ledger 
is to obtain an expense statement for 
each department or cost center. All 
of this record-keeping is accomplished 
mechanically on a National “Class 
31° typewriter-bookkeeping machine. 

Purchases of goods, in general, are 
made on the basis of purchase orders 
issued by the purchasing department 
and authorized by requisitions _pre- 


pared by the various department 
heads. Newsprint and mos services 


are purchased under contracts, and 
no purchase orders are issued for 
these items. 

The accounts payable department 
matches up the purchase order and 
invoice and sets them up for payment. 
Services for which no purchase order 
is issued are paid after written ap- 
proval on the face of the invoice by 
the head of the department con- 
cerned. Payments may be made upon 
receipt of invoice, at the end of the 
discount period, or once monthly, de- 
pending on the nature of the account. 

The voucher form is a combina- 
tion remittance advice and voucher 
jacket. The paper is chemically treated 
so that the voucher jacket is a carbon 
copy of all entries on the remittance 
advice; that is, vendor’s name and 
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address, vendor's invoice date and 
number, amount of invoice, discount 
and net amount payable. The ven- 
dor’s name and address are printed 
in advance with an Addressograph 
plate for all regular suppliers. All 
other entries are made manually, al- 
though they can be typed. 

Voucher distribution is provided for 
on the remainder of the voucher jacket. 
It should be noted that under this 
method, invoices can be entered from 
day to day for vendors paid once a 
month, and from whom several in- 
voices are received. However, in prac- 
tice, the vouchers are made up at the 
time of payment. Only one voucher 
is prepared for a miscellaneous group 
of payments, such as correspondents 
or contest prize winners. 


All checks identical 


The voucher, with invoice attached, 
is given to the machine operator for 
preparation of the check. A one-part 
check is used for economy, and to 
avoid filing costs. Only one bank 
account is used and all checks are 
identical. Hand signature checks in- 
stead of machine signatures are used 
for disbursements over $300, so that 
management representatives who sign 
these checks may be kept informed of 
large disbursments. 

The check register shows gross and 
discount. All other machine entries 
appear on both the check and _ the 
check register. Once the gross amount 
and discount, if any, are entered, the 
machine automatically prints the net 
amount, the protected amount (same 
as net), date and check number. The 
operator then types the vendor’s name 
and address, and the check is com- 
pleted. 

Total net amount, total discount 
and total gross are accumulated by 
the machine, and the sum of the first 
two items is proven against a control 
tape of the gross amount of the in- 
voice being paid. The machine opera- 
tor picks up previous month-to-date 
totals at the time checks are written, 
so that posting to cash, discount and 
accounts payable need be made only 
once monthly. 

Check numbers are assigned to 
checks starting with 1000 each month 
and prefixed with the number of the 
month. Two check registers are run 
each month—one for items paid within 
the month and the second for checks 
written after the end of the month, 
but pertaining to the prior month. 
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The above bookkeeping machine posts to masters for copying machine, which 
runs off automatically as many copies as are needed. 


The second group represents the 
month-end accounts payable. Both 
groups are numbred with the same 
month prefix number. 


Departments keyed by numbers 


After the checks are written, the 
accounts payable clerk audits the ma- 
chine totals and stamps the check 
number on the voucher with a num- 
bering machine for filing. Several 
checks may apply to each voucher, in 
which case only the first and last 
check numbers are stamped on the 
voucher face and back. The number 
stamped on the check is the same as 
that printed by the bookkeeping ma- 
chine, except that the bookkeeping 
machine does not print the month 
prefix number. 

No vouchers, cash receipts, or gen- 
eral journal entries can be posted for 
the month until the prior month’s 
entries have been made and the ledger 
cards trial balanced. This entails a 
delay of ten days to two weeks, after 
which entries can readily be brought 
up to date and maintained currently 
thereafter. 


The posting is done by the book- 


keeping machine operator on the 
ledger card. The latter provides for 
date, voucher number (or journal 
number), payee; description; account 
number; amount, previous balance: 
month-to-date balance, and year-to- 
date balance. 

Amounts chargeable to expense are 
entered in a separate column from 
general ledger items. No entry can 
be made in the expense column until 
the operator selects a numerical ex- 
pense control key, such as “2” for 
editorial expense, “3” for advertising, 
etc. The control number selected also 
prints on the ledger card; it thus pro- 
vides a quick visual means of check- 
ing expense controls which are out 
of balance. The bookkeeping ma- 
chine accumulates postings by these 
expense control numbers, and _ these 
totals are posted monthly to control 
cards. 

The voucher register, the cash re- 
ceipts journal, and the general journal 
are carbon copies of the ledger card 
postings. The same form is used for 
all three journals. 

After all entries for a month are 
completed, trial balances are prepared. 
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This is done after an adding machine 
tape is run on the ledger expense 
cards to prove the expense controls, 
and also after each card has been 
inspected to insure that charges are 
properly classified and that all regular 
charges are on the books. The trial 
balance sheet is a mat prepared from 
a master on a Bruning reproducing 
machine. 

These master sheets are depart- 
mental expense statements with the 
expense titles and column headings 
already typed in. Only the date and 
figures need be added. The book- 


Top management experts 
assess our changing 
business climate! 


This far-reaching book 
gives you a new, wide- 
angled look at the busi- 
ness risks and poten- 
tials in the many econ- 
omic, social, technolog- 
jieal and marketing 
changes rapidly chane- 
ing the face of the 
American economic 
scene. Based on the 
speeches and  discus- 
sions of the 27th Na- 
tional Business Con- 
ference of the Harvard 
Business School, the 
book is a depth survey 
by 41 top-tier manage- 
ment experts — both 
practical businessmen 
and well-known experienced observers—plus a 
thousand or so other businessmen who participated 
in the Conference. It takes up Automation, Popu- 
lation Increases and shifts, Motivational Research, 

ew Materials, and other powerful forces that 
affect the management of a business. 


Just Published 
MANAGEMENT IN A 
RAPIDLY CHANGING ECONOMY 
Edited by Dan H. FENN, Jr. 


Assistant Editor, Harvard Business Re- 
view ; Harvard University Graduate School 
of Business Administration 


352 pages, 534 x 85%, 11 illus., $5.00. 
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and experience of many business leaders. It pro- 
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ties, Small Business, etc. 
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keeping machine operator places the 
trial balance sheet and the ledger card 
side by side in the machine. 

The operator first enters the month- 
to-date figure, which is the last figure 
appearing on the ledger card. This 
figure prints on the trial balance. The 
operator next picks up the previous 
month’s year-to-date, and prints it on 
the trial balance and the ledger card. 

All items for the department are 
entered in this manner, and totals are 
taken from the machine at the end of 
each departmental expense statement. 
Thus, in one operation, the ledger 
cards are balanced and a departmental 
expense statement is prepared without 
any additional typing, verifying, or 
proofreading. Previous year’s month 
and year-to-date figures are inserted 
en the expense statement before the 
current months figures are recorded. 
The prior year’s statements are used 
for this purpose. 

Copies of this departmental expense 
statement are then prepared on a 
Bruning machine and distributed to 
the department head concerned. 


NOMA— 
(From page 33) 


cent or a five per cent or a ten per 
cent increase. I am_ talking about 
the fact that we will have to go to a 
twenty or thirty per cent increase in 
productivity if we are going to com- 
pete at least.” 

Automation alone is not the an- 
swer, he declared, quoting from recent 
surveys that indicate “automotion™ 
has achieved few of the benefits anti- 
cipated for it. 

“The results of the last two years 
have shown clearly that automation 
has thus far failed to make good in 
the role chosen for it by management,” 
he continued. “Gains in productivity 
since 1955 have actually fallen short 
of the average realized in earlier post 
war years, in spite of the record break- 
ing investments which have been made 
in plants, and in automation of all 
kinds. 

“Management has seen the need for 
cutting down the mounting cost of 
paperwork, and of obtaining quick 
reports and other data needed for the 
guidance of executives. The com- 
puter, for a time, appeared to be the 
panacea for all office problems. But 
the computer has brought along with 
it heavy investments and installation 
costs, the need for retraining and 
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reorienting office personnel, invest- 
ments in new air conditioning.” 

The failure of automation to live 
up to its billing cannot be blamed on | 
the machines, however, he declared: 
the primary cause is the widespread 
underestimation by management of 
the costs, the difficulties, and the mag- 
nitude of the task of installing and 
programming a computer. 

“Automation still offers great op- 
portunities,” he stated. “But in both 
office and factory, fully automated 
installations are apparently coming 
more slowly than seemed likely a 
year or two ago.” 

This being so, Mr. Mogensen said, 
it is best for any company, large o1 
small, to concentrate first on stream- 
lining its present working procedures 
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before deciding whether a high degree 
of mechanization is needed within its 
office. 

A film was shown at this point, 
describing the experience of a Hawaiian 
company which had mechanized many 
procedures without first anaylzing the 
procedures to determine whether they 
were necessary. 

“My point,” said Mogensen, “is that 
a lot of the stuff we are putting on 
machines shouldn't be done at all. 
We fiddle around with forms and 
control and that kind of thing when 
what we need is birth control of 
paper ‘forms. You'll see all kinds of 
exhibits for turning out paper quicker 
by machine. You want six copies; you 
run it through the machine and in so 
many seconds you've got six copies, 
six extra copies. We're going paper 
crazy. 


Recognizing workers’ contributions 


“In one company the carpenter had 
to get a requisition to get special 
nails,” Mogensen recalled. “He was 
the only person who used those nails. 
The answer to that was to give him 
a keg of nails. The controller threw 
up his hands, and said, “You can’t 
do that. They'll steal you blind.” 
There was nothing to prevent him 
from stealing before. 

“Some of the things we do in the 
office field are just as ridiculous; if 
we are going to get any real increase 
in productivity in the office, it is not 
going to be by buying another ma- 
chine, in my opinion.” 

He urged that proper recognition 
be given workers who come up with 
ideas that save work and money, and 
pointed out the short-sightedness of 
a company that adopted one worker's 
idea. The suggestion eliminated the 
worker’s job, but the company re- 
fused to pay the unemployed worker 
for the idea. 

“Do you think that company will 
ever get anyone else to come up with 
an idea for anything ever again for a 
long, long time?”, Mogensen asked. 
“It won its suit. It beat the worker 
out of five thousand dollars, yes, but 
I bet it cost it more than five thousand 
dollars in slowdowns and _ restriction 
of output and poor quality the next 
day on the part of the rest of the 
workers who heard about it.” 

The very first step in simplifying 
any procedure, he pointed out, is ask- 
ing why it exists. 

“If you don’t get a good answer 
to ‘what are you doing and why are 
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you doing it?’, you've got one hun- 
dred per cent improvement. If you 
eliminate the thing entirely, you have 
saved one hundred per cent, and that 
is the best you can do,” he concluded, 

Discussing “Effective Creative 
Thinking”, Dr. B. B. Goldner, pro- 
fessor of industry at La Salle College, 
Philadelphia, led the audience through 
some experiments designed to show 
that a greater number of ideas are 
created by a group working together 
than by an individual working by 
himself. 

The known characteristics — of 
“creative” people as opposed to people 
whose thinking follows routine paths, 
he declared are intelligence, “gen- 
eralism” rather than narrow special- 
ization, fluency and flexibility. 

He defined “intelligence” as “the 
ability to apply what you already know 
or have learned”; generalism as a 
broad grounding and interest in all 
subjects, rather than just one; and 
fluency as the ability to come up with 
alternatives, to arrive at more than 
one solution to a problem. 

In defining flexibility, he said: 

“Many people can turn defeat into 
disaster, but a lot of people can turn 
defeat into success by knowing how 
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| THOMASTON, CONNECTICUT 


In AUTOMATIC DATA PROCESSING 
the PRE-INPUT STAGE 
is as important as the 


... and we are proud to 
have an opening gambit 
for automatic data-proc- 
essing systems. 


ime 
CORPORATION 


OFFICE MANAGEMENT 


~~ loc iia. i «» 


ee. ae i gS T= a tal ei). i — a eee oe 
fe 
a 
eee 
aia) 
* a " 
ne or) 
i i | 
~ n) ‘A Whi 
ae re 4 N\\ 
wy ae \ 
ne es A 
yt ne, YE 
¥ ™ 
fe Sew 
. Bey eS S 
bone = PUA7@4| | 
ae | 
: ate 
| | 
ra , a 
as 
ee | 
ar a | 
24 | | 
Fs 
er | 
WEES $$ —_ 
shy ; | i 
“es | 
+ ae ‘ ” qoute - ene 
Shes . iE = giecaisl pe ++ TT | 
ay” Geert ee 
ae — » Te is i 
om e \Y °° SE c | $ » 
Aire ON OF Saas | | ey kK 
aa R . (OE MEE RS ONT a | =e ae p ; ‘ 
ic - he: + eeteege tae c oe | | ——_ \ Y] 
t ¥ we : = R a . ce Ram ie x, sen Xam et | ees # 
i ee heen OU” | y 
ia? oe, Pw beet Mes OOt ei. a ; 
ie. ~~ St — we 
one . a be | ae 
Ba my , mi: om, | et 
a oi | = 
Pome OT? @ | ; <=) 
we a 
* x. ‘ 
ere — 
Lai | 
ae : yx 
4 3 ° I 
ae ty | a i 
ge te 
aa | 
dip be | 
ZB = | } 
ae | 
= | | 
iF ee | 
% Sl 
rie 4 
me fee 
ee ae : 
VE Jin, oe alas Ree ee eee i a ‘ee ae a 
i: cc) » ieee 4 oe...) ee pa a ee Ly Sn “gl oe 
i: eT ae aS | Etremn e = ee ae be mt Yl ee / es, 


hun- 

you 
have 

that 
aided, 
rh) € 

pro- 
llege, 
ough 
show 
S$ are 
rether 
g by 


of 
reople 
paths, 
“gen- 
vecial- 


“the 
know 
as a 
in all 
and 
y with 
than 


said: 
t into 
1 turn 
* how 


"I 


ay 
RATION 


=MENT 


The Photostat® Masterlith Offset Duplicator, Model 1115. 


lf you use paper 


in procedures -in promotion 


the Masterlith Offset Duplicator 
offers advantages new in its field 


Good for systems work * Thanks to its unique method of 
handling paper, the Masterlith accepts paper of different 
widths and thickness without any fuss whatsoever — is 
easily adapted for systems applications. 


Good for promotion pieces * Here again, the inherent de- 
sign of the Masterlith lets it handle printing jobs equip- 
ment of comparable size cannot touch — reproduce, for 
example, up to twelve dealer imprints from one plate. 

No other offset duplicator — so easily operated — pro- 
duces work of such quality. Masterlith is designed that 
way. 

The Photostat Corporation office in your city will be 
happy to show you ways the Masterlith can serve you. 


And they’Il service the machine! 
OFF s ET 
en 


BEFORE YOU BUY ANY OFFSET DUPLICATOR, SEE THE PHOTOSTAT MASTERLITH 


PHOTOSTAT CORPORATION 


PHOTOSTAT Is THE TRADE MARK OF PHOTOSTAT CORPORATION 
P.O. BOX 1970 OM, ROCHESTER 3, N.Y. 


AUGUST 1958 


PHOTOSTA 
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Your old, used floor machine or 
vac is worth big money if you... 


4 


5 
- 


“y's. TRADE-IT-NOW 


FOR A NEW ADVANCE! 


For a short time only, most Ad- 
vance distributors will offer you 
big allowances on your old floor 
machines and vacs when you 
trade them for new Advance floor 
and rug maintenance equipment. 
Now, you can “retire”’ that worn- 
out, too-small machine, and get a 
new, high-speed Advance unit in 
a size and price that fits your 
needs. Chances are, the generous 
allowance you'll receive, plus the 
labor costs you'll save, will pay 
for your new machine in a few 
months. You’ll be surprised at 
what your old machine is worth 
if you TRADE-IT-NOW for a 
new Advance. Phone your dis- 
tributor or mail the coupon below. 
Do it today! No obligation, of 
course. 


GIVES YOU... 


e@ Your choice of 15 different 
models of floor and rug main- 
tenance machines—ranging 
in size from 12” to 24”— 
priced as low as $159.00. 
e@ Your choice of 11 different 
models of ‘“‘Hydro-Jet”’ wet- 
dry industrial vacuum clean- 
ers—with capacities from 5 
to 55 gallons. 
eThe all-new ‘“Converta- 
matic’’ combination scrub- 
ber-polisher-vacuum for big 
floor areas. Use it for high- 
speed polishing and dry vac- 
uuming, or for scrubbing and 
wet pick-up. Entire floor 
maintenance job is done com- 
letely in one quick pass. 
leans 12,500 square feet 
ae hour—up to 20 times 
aster than possible with or- 
dinary methods! 


ADVANCE FLOOR MACHINE COMPANY 


ADVANCE MACHINE COMPANY, 4102AD Washington Ave. No. 


Minneapolis 12, Minnesota 


I'm interested in “retiring”? my old machine(s). At no obligation, 
Please send me literature on Advance floor machines and vacs. 
() Please have your distributor call to give me an allowance figure 


| 
| 
| 
| 
on my present equipment. 
| 
| 
| 
| 
| 
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TE | > Pa 
° to go about it. Actually a quiet con- 
can increase your present fidence, and a knowledge and a will- ' 
“Ie . ingness to spin about on a dime to 
filing capacity by meet changing situations is one of the 
almost 200! %, best things, because the twins of 


fluency and flexibility going together 
enable anyone to come up with some- 
America’s First and Foremost Shelf Filing System with — thing worthwhile in a relatively short 


period of time.” 
oo _ more _— a pineee The fifth characteristic of the crea- 
FILING CAPACITY— RECORD PROTEC- : on a Cee 
Visi-Shelf units are TION — Patented, TION — Visi-Shelf’s ee Se eee 
available with from light weight Doors exclusive “Facile declared: realizing the potential value 


7 to 10 Openings available on all Guide Pull” pro- of experimentation, and recognizing 
High (or up to the _—‘Visi-Shelf units! vides more accur- possible leads to solutions to problems 


pit \OF ired | Se finn, eulcher’ 
ceiling if desired!) ate filing; quicke oven, & they ate unieteilen, 


reference! ' 
Management’s responsibilities 
towards people having these charac- 


OVER 4,000 VISI-SHELF 
INSTALLATIONS IN ALL 
PHASES OF AMERICAN 


BUSINESS SINCE ITS Write today for free teristics, he said, are threefold: first, 
INTRODUCTION A catalog and name of to discover them; then to encourage 
FEW YEARS AGO! nearest dealer. _ them, then to evaluate the results 


| they achieve. 

Management is only too willing to 
acknowledge its responsibilities — in 
these directions in principle, he de- 
clared, but is very slow to put them 


: into practice. 

ge % The fourth speaker at the Tues- 
- | day sessions, was T. A. Duckworth, 
iS | Personnel Director, Employers Mu- 


tual of Wausau, Wausau, Wisconsin. 
Speaking on Office Problems, he said 
that the three things every employee 
must learn in order to develop on 
r : iene - | his job are to get all the facts on a 
I 


VISI-SHELF FILE, INC. 225 Broadway, Dept. 2-8, New York 7, N. Y. 


| given subject, to interpret the facts, 
. and to make recommendations or tell 
FILING NEEDN'T BE A GAME OF... what should be done. 

“An employee must learn that 
there is such a thing as mental diges- 
tion,’ he continued. “People are 
naturally resistant to change, and any 


ae | new idea or proposal must be chewed 
ae r on before it can be digested mentally. 
a Many become disheartened and dis- 
9 couraged when they don’t put their 
em ideas across immediately. Their fail- 


ure is due to the way they presented 
| them very often, rather than to the 


-f te > 


| merits of the proposals. 
we HOUNDS “Many fail in their efforts for the 
- | following reasons: 
ee: ' | “Finding fault with the other fel- 
‘ ae | Chasing the letter, invoice or other paper you want is neither | low but never seeing our own faults. 
ee | efficient nor profitable—and totally unnecessary if you file by the | “Doing as little as possible and 
cy ACCO method. Let your Stationer brief you on Accobind Folders, a ae much as _ possible 
ee Accopress Binders and the Acco System for keeping papers in | for it. ; : 
Nil order and safe. “Spending much time showing up 


the other fellow’s weak points, and 

| too little time correcting our own. 

| “Slandering those we do not like. 

| “Procrastination—putting off _ till 

tomorrow something that we should 

have done day before yesterday. 
“Deceit—talking in friendly fashion 

to the other fellow’s face, and_ stab- 


ee + acco PRODUCTS 
St Division of NATSER Corporation 
Ogdensburg e New York 


In Canada: Acco Canadian Co., Ltd., Toronto 


poo 
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bing him in the back as soon as he 
turns around. 

“False belief that we are smart 
enough to reap a harvest of pay before 
sowing a crop of honest service. 


“Disloyalty to those who have 
trusted us. 

“Egotism—the belief that we know 
it all, and no one can tell us any- 
thing. 

“Last, but not least, lack of neces- 
sary training and education to enable 
us to stand at the head of our work. 

“The corporate structure should be 
sound in every way in order for an 
employee to grow’, he continued. 
“The seed cannot take hold and break 
through the ground unless the soil is 
right. Every employee who is worth 
hiring today has a real desire to 
grow. It is the responsibility of man- 
agement through its personnel admin- 
istration to see that each individual 
reaches his maximum growth.” 

He listed as some of the personne] 
techniques which an employer could 
use in creating this favorable climate: 

Let the employee know how im- 
portant his job is. 

Let the employee know how he 
stands periodically; his strong points, 
his weak points, and what he can do 
to achieve further development. 

“The greatest single factor in the 
productivity and development of the 
individual is his mental and emotional 
attitude toward his con- 
tinued. “Therefore we need leaders 
motivated by principle rather than 
expediency, with a philosophy of life 
in which respect for others is para 
mount. The leader who, in his anxiety 
to get production, breathes down the 
necks of those whose work he directs, 
loses both production and morale. 


boss,” he 


“To let employees know the boss 
is still going to school, taking train- 
ing, learning to do his job better, will 
win for him than to 
attempt to convey the impression that 
he has arrived, and has leaped across 
the wide gap, is no longer governed 
hy the same necessities as other men,” 
he concluded. “Likewise the company 
that boasts too much of how perfect 
a place it is to work invites sharp 
inspection for flaws and loud criticism 
when they are found. A newspaper 
honest enough to admit it makes quite 
a few mistakes has a better reputation 
for accuracy than one which tries to 
make the claim that it is invariably 
right. It works out the same way in 
any business.” 
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Now you can 
junk all those 
time- and 
space-wasters 


trays, 


Shaw- 


Guide of modern equip- 
ment and its efficient use. 
In color. Request on 
business letterhead. 


BUDGETS |. i 


A marvel of convenience, this Shaw-Walker 
“Clutter-Proof” Desk entirely eliminates desk 
top clutter and desk drawer hodgepodge. 


Fully 75% of the things that pile up on top 
or in drawers of other desks have a specific 
place inside this desk. You have in-drawer 
letter trays, work separators, letter file, card 


Even an in-drawer wastebasket and phone. 
Your usable working space is nearly doubled. 


See this new “Clutter-Proof” Desk at one of 


FREE — 252-page Office 


URING PROCESSES — OFFICE 


forms rack and work tools organizers. 


Walker’s 17 branches or 470 dealers. 
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MUSKEGON |, MICHIGAN 


~ PRODUCTION | a 


INVENTORIES 


SCHEDULES 


DISPATCHING 


Chiesago vie 
Pt. Wayne 


24M CERT 


MACHINE LOADING | — 


retort wes 
pe 


| RESERVATIONS | 


VISUAL CONTROL PANELS 


r Neen —e VISIBLE 


Chart Action, Indicate Trends, Permit Comparison, Organize Facts 


Complete flexibility with limit- 
less signalling and charting possi- 
bilities . . . Easily adapted to your 
individual record requirements. 


Lightweight panels contain 
clear plastic tubes which are 
individually removable and may be 
shifted from one position to an- 
other .. . Clarity of tube provides 
full legibility of contents. 


Rather Ei TA ey RIC Rpg Rann egal 
| ACME VISIBLE RECORDS, INC., Crozet, Virginia 

| {_] Send us more information on Visual Control Panels. 
| {_]We are interested in Acme Visible equipment 


for records, 
Kind of record Y-858 


Attenti 


| 
| 
| Company 
| 
| 


| Address 


| City Zone. State 
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Crystal Clear.. SMOOTH to Write On! CATALOGS 


NEW VISO-DESKPLATE covers desk shelf: Unbreak- | : Wo 
» Crys astic keeps | 

and schedules clean and protected—no oon | BOOKLETS, BROCHURES 

dirty, taped or torn reference material x rr ry EF 


FOR THE oFFice $7 | AHS 


Self-sealing hinge—just lift front edge 
to change material. Dirt or = vet = 
easily wiped off. Standard size 12144” #4 
x 15"—special sizes on request. i 
SATISFACTION GUARANTEED 
If your stationer does not have 
Viso-Deskplate, we ship post- 
paid for check with order (or 
openaccount to rated firms.) 
One for $2.95 

Six for $16.80 

Twelve for $31.85 
Please send dealer’s name with order. 
Free miniature sample and circular on request. 


D.C.HEY CO., Inc. “Winncavans 4 Mamesan” 


Use the TEAM. 


for safety and convenience 


Addressing and Data Writing 

Scriptomatic Inc., 310 N. 11th St. Philadelphia. Bro- 
chure illustrating and describing firm’s models for auto- 
matic data writing, with various automatic features such 
as feeding, punched card selection, and in-fling and ex- 
traction. (1) 


Filing Cabinets 

The Bentson Mfg. Co. Inc.. Aurora, 
Ill. Brochure describing and price 
listing “Highlander 700” line ot steel 


office filing cabinets. (2) 
e Beach Expense BOOKS 
| for detailed in-the-field 
records entered easily as 
Weekly and the expenses are incurred Desk and Office Appointments 
Monthly Books, e Beach SUMMARIES Smith Metal Arts Co. Inc., 1721 Elmwood Ave., Buffalo, 
Weekly Sheets for condensed tax-return N. Y. Catalog and price list #53 covering luxury desk and 
@ reports, retaining copies office appointments in bronze and other decorative metals. 
pany — At your stationers; or write 
Vest-pocket BEACH PUBLISHING CO. | Charts and Layouts Preparation 
Size ae 4 hae gee Rd. Labelon Tape Co. Inc., 450 Atlantic 


Ave., Rochester, N. Y. Five new cata- 

logs describing the firm’s new “Graph- 
A-Plan” system for the preparation of 
charts and layouts used in business and 
| industry, titled “Statistical Charting,” 
| “Office Layouts,” “Plant Layouts,” 
| “Organization Charts,” and “Process 
| 
| 


and Flow Charts.” (4) 


DS BUSINESS 
SE) ANNOUNCEMENTS, 


: $| 200 100 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 


Suggestions for Copying 

American Photocopy Equipment Co., 2100 W. Dempster 
St., Evanston, Ill. Customer Relations Bulletin, Helpful 
Copying Hints, suggesting uses for Apeco’s desk top 
photocopy machines for maximum advantage. Aspects of 
copying are discussed, with instructions. (5) 


Data Processing Equipment 

The Wright Line Inc.. 160 Gold 
Star Blvd., Worcester, Mass. New 28- 
page supplement to catalog $20 listing 
new products in firm’s data processing 


line. (6) 
al Unit Control Systems 
gh - The Recordplate Co., 130 Fair Oaks Ave., Pasadena, 
e/ es Calif. Folder showing company’s “Visiref” binders, reg- 
er isters, record books and other articles designed to simplify 
<4 business and personal record keeping. 


(7) 


For further information, use Reader Inquiry Card on 
Page 86. 
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THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


Gui O, fol 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 


You will appreciate the speed and accuracy with 
which your records are filed and kept instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 
pulling of ordinary folders is elimnated. Guide-O- 
folders just glide back and forth on their steel 
frames with finger tip ease. 


Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 


wanDy BINDER ror 
“OFFICE MANAGEMENT’’ 


Protect your copies of 
OFFICE MANAGE- 
MENT with these modern 
Vulcan Binders! Each 
binder holds six monthly 
issues and the annual 
YEARBOOK issue of 
OFFICE MANAGE- 
MENT. Binders are made 
of heavy-weight board 
and are covered with dark 
blue, drill quality, imi- 
tation leather stamped in 
gold foil as illustrated. 
Backbone panel gives 
space for labeling volume 
and year. Individual 
wires hold each issue 
securely, make insertion 
easy. 


Single Binders $3.00 Postpaid 
Two (2) Binders $5.50 Postpaid 


Enclose check with order 


OFFICE MANAGEMENT 


The Magazine for Management Executives 
212 Fifth Avenue New York 10, New York 
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Gotta hurry back Joe, and see Ray’s score 
— | can’t hear a pin drop in this — 


: BURGESS-MANNING ACOUSTI-BOOTH 


SRS 52505 

SKIS No matter what 
noise, or how much 
— you’re really iso- 
lated in a Burgess- 
Manning Acousti 
Booth. 


Write for Bulletin § | *>.-9 


Architectural Products Division 


5970 Northwest Highway Chicago 31, Ill. 


Force GULUI 


eases tired eyes 
...cuts errors! 


This automatic numbering 
machine prints big 4” high 
figures on filing jackets, 
time cards, job envelopes, 
drawings, etc. Saves eye- 
sight of young and old 
alike and reduces errors, 
too! 6 or 7-wheel capacity 
. . . consecutive, duplicate, 
repeat action. 


& CO., Incorporated 
216 Nichols Ave 
Brooklyn 8, N.Y 


¢ SAN FRANCISCO ¢ MONTREAL 
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CONTROLLED 
- SPEED-_ 
for LERASING- 


INK, TYPEWRITING, 
BUSINESS MACHINE WRITING 


Your typists will thrill to the new ease, 
speed and efficiency in erasing with 
these fine quality GRAY POINT 
ERASERS. 


EASY-TO-HOLD, EASY-TO-POINT, 
“BALANCED” PENCIL-LIKE SIZES 


4 NO. 3650 GRAYPOINT WHISK. 
Hexagonal, wood-case eraser fits 
comfortably in the hand. At- 
tached brush whisks away eraser 
crumbs. Won’t roll off desks. 
Easily repointed in any pencil 
sharpener or with knife. 


NO. 365. GRAYPOINT > 


Same eraser as No. 3650, 
but without whisk. 


q NO. 378. GRAYPOINT. 
This paper wrapped eraser 
with the pull-string can eas- 
ily be repointed right at 
the desk. 


All 3 are perfectly balanced 
for complete control, and 
fast, smooth erasing. 


MADE 
inv. SA 


i os 
MADE 
w UBA, 


Graypomtl No378 _ 


WRITE FOR 
FREE SAMPLE 
OF YOUR CHOICE 


Write us on your busi- 
ness letterhead NOW 
for the eraser illustrated 
here that you’d like to 
try. Please mention the 
name of your stationer. 


rare 


Walden Roberts Enanan 


tie torre “= 


MADE 
INUSA 


WELDON ROBERTS 
RUBBER CO. 
365 Sixth Avenue 
Newark 7, N. J. 


World’s Foremost Eraser 
Specialists 
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Programming Methoa 

Bendix Computer Div., 5630 Arbor Vitae St., Los An- 
geles, Calif. Four-page bulletin describing new program- 
ming method known as “Intercom 1000,” designed for use 
with Bendix G-15 general purpose digital computer. (8) 


Paging Systems 

The Autocall Co., 55 Tucker Ave., 
Shelby, Ohio. Catalog covering firm’s 
line of coded paging systems for com- 
munication operations. (9) 


Portable Two-Way Radio 

General Electric Communication Products Dept., Elec- 
tronic Park, Syracuse, N. Y. Bulletin (ECR 566A) covering 
new portable two-way radio with completely transistorized 


receiver. (10) 


Office Supplies 

Bankers & Merchants Inc., 3229 N. 
Sheffield Ave., Chicago. Forty-eight 
page catalog describing new office sup- 
plies, accessories and marketing equip- 
ment with “Faymus” and “Bami” 
trademarks, as well as regular stock 


items. (11) 


Wall System 

FE. F. Hauserman Co., 7516 Grant Ave., Cleveland, 
Ohio. Illustrated, 12-page brochure presenting key features, 
architectural specifications, and detailed sectional drawings 
of firm’s new Type HP movable wall system. (12) 


-aper Assembling Case Histories 
Macey Co., 5350 W. 130th St., Cleveland, Ohio. Eight- 


| page booklet $133 reporting experiences of six major busi- 


ness firms in cutting their paper assembling or collating 


| costs. (13) 


4 Water Coolers 
W TER 0 LER General Electric Co., Commercial 
Plea aoa and Industrial Air Conditioning Dept.. 
5 Lawrence St., Bloomfield, N. J. 
Folder describing 4 models of com- 
pany’s water cooler units, both bottle 
and pressure types. (14) 


Metal Furniture 

Invincible Metal Furniture Co., Manitowoc, Wisc. Bro- 
chure in color describing and illustrating metal office fur- 
niture, including desks and chairs for various uses. (15) 


Camera 

Robertson Photo-mechanix Inc., 7440 Lawrence Ave., 
Chicago. Four-page folder, Catalog Bulletin £322, describ- 
ing the “320” camera, and equipment. (16) 


For further information, use Reader Inquiry Card on 
Page 86. 
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CLASSIFIED ADVERTISING 


Rates: Minimum 20 words $5.00. Each additional word 25c. Pay- 
able in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT, 212 5th Ave., New York 10, N. Y. 


For Sale or to Buy 


OLM FILE FOLDING MACHINE Wanted: to buy for cash; 
state condition, price and location. OM 302. 

FOR SALE: UNDERWOOD SUNSTRAND Accounting ma- 
chine with Check Stub Carriage. Like new condition. American 
Enka Corp., Enka, N. C 


WE CAN SAVE YOU Money: Your Rail, Truck and Carload- 
ing Freight Bills audited on a 50% of actual recovery basis. 
Write or phone for full information and references. Transcon- 
tinental Traffic Service Bureau, Suite 315, 1960 Daly Ave., New 
York City. 


WANTED ALLTYPE OFFICE Machines, Filing Equipment, 
Office Furniture, Kardex, Acme Post Index. Will exceed a man- 
ufacturers’ trade-in allowance. Write, Wire. National Office 
Equipment Co., 429 Broome St., New York, N. Y. 


SALE: FACTORY DEMONSTRATOR ELECTRIC 2-in-1 
Folding and Letter Opener Machine, fully guaranteed regular 
$432.50, yours for $198.50. Lansdale Prod., Box 568, Lans- 
dale, Pa. 


FOR SALE: SELECTOR DIAL Auto-Typist, attached Rem- 
ington Standard Noiseless, Perforator, Supplies. In use 2 
years. Parts warranty. If new, cost $1,913.85 plus attaching 
typewriter. Sale price $1175 with typewriter; without $1125. 
MMS Corp., 2217 N. Summit, Milwaukee, Wis. 


ELLIOTT ADDRESSING MACHINE EQUIPMENT. Re- 
placed by Tabulatng System. Good Conditon. 9 I.B.M. Stencil 
Writers; 11 Moisteners; Punch Machine; Inking Machine; 2 
Addressing Machines; 2 Tape Machines; 66 100-drawer Cabi- 
nets. Write: Geo. J. Woodin, P. O. Box 2187, Tulsa 2, Okla. 


FOR SALE: MODEL 1955 Addressograph with Automatic 
Feeder. 10,000 GG2200 Frames, 2 thirty drawer plate cabinets, 
1 twelve drawer plate cabinet. OM 304. 


Business Opportunities 


ELECTRONICS, LEARN HOW to program Business problems 
such as Payroll Accounts Receivable and Inventory Control for 
electronic computers. Send for Free information describing our 
Home Study Course “Programming for Business Computers”. 
Business Electronics Ind., Educational Section, 420 Market Street, 
San Francisco 11, Calif. 


“HOW TO GET a Better Job”! Increase your income! Our com- 
plete step-by-step Plan will help you get ahead—move up in the 
world! Expert Publications, 1601 9th St. S. E., Roanoke, Virginia. 


Positions Wanted 


OFFICE MANAGER: BACKGROUND ACCOUNTING, 
Rate Analysis, Personnel, seeks permanent position. Engineer- 
~ ¢ and architectural background. New York Metro area. 
M 303. 


“me UNITED wx 


SORG'S 410 Translucent 


Whiteprint Master Copy Paper 


Reproduction 


e Perfect Copies 
EVERY TIME! 


With the use of direct-print copy ma- 
chines becoming daily more widespread 
in the business field, the demand for 
a high-quality, low-cost translucent 
master paper has grown tremendously. 
Now, thanks to its 105 years of experi- 
ence in making special papers to exact- 
ing specifications, Sorg has developed 
a high-grade translucent paper that 
meets all the requirements of a top- 
quality master sheet—and yet is priced 
low enough to allow its use on EVERY 
business form. 

Sorg’s 410 Translucent is manufactured 
with controlled translucency so’ that 
whether you use typewriter, pen, pencil, 
or you print it, you will always be sure 
to get clean, sharp, identical copies 
every time! In addition, it is strong 
and durable — stands up well under 
erasures and frequent handling. 


Your request on your own business letterhead will bring you 
a portfolio of 410 Translucent sample sheets for testing on 
your own direct-copy machine — as well as the name of your 
nearest Sorg paper distributor. 


PER COMPANY =< 


Middletown, Ohio 


Manufacturers and Converters of Stock Line and Specialty Popers 
Offices in: NEW YORK, PHILADELPHIA, CHICAGO, BOSTON, ST. LOUIS, LOS ANGELES 


FACTORY: 
LEETSDALE, PA. 
79 Madison Ave. 
New York 16, N.Y. 

401 Wood St. 
Pittsburgh 22, 


564 W. Monroe St. 
Chicago 6, Ill. 


AUGUST 1958 Use Readers' Inquiry Coupon on Page 8 
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GET MORE 


INFORMATION 
quickly - - easily 


On New Products 
+ 


Obtain New Catalogs 
and Helpful 
Literature 


INQUIRY SERVICE 


For 
Subscribers 


to 
OFFICE MANAGEMENT 


This service is provided for the con- 
venience of Office Management Exec- 
utives in obtaining complete informa- 
tion on the products advertised in 
this issue. Advertisements are identi- 
fied by their respective page numbers. 
Fractional page advertisements are 
further identified by the initials of 
the advertiser. 


Simply circle the 
respective numbers 
in coupon below 


Just circle the numbers on which you 
want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


SEND OFF THIS BLANK ... FOR PROMPT SERVICE 


OFFICE MANAGEMENT 
212 Fifth Avenue, New York 10, N. Y. 


Please forward to the respective companies, our request for further 
information on the items we have circled below. There is no obligatton 
to us for this. We understand this is a service to us as a subscriber. 


Page 


2nd Cover 
3rd Cover 
4th Cover 


17 
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59 
60 


Page 


61 

62 

63 

64 

65 

66 

67 

68 

69 

70 

71 

72 MRC 
72 LPI 


AUGUST 1958 ADVERTISEMENT 
(Circle respective page numbers on which ads appear) 


Page 
72 CCS 
73 WRR 
73 AAL 
76 MHB 
76 AWF 
77 Cl 
77 HON 
78 SI 
78 GS 
78 STC 
79 AFM 
79 PC 
80 VFI 


Page 


80 AP 
81 AVR 
82 DCH 
82 DEC 
82 BPC 
83 GSS 
83 BMC 
83 OM 
83 WAF 
84 

85 SPC 
85 CMC 
87 


Fractiona) page ads further identified by initials of advertiser 


August 1958 New Products Items, and Catalogs 
(Cirele respective item numbers) 


1 A-1 B-1 C-1 D-1 D-8 
2 A-2 B-2 C-2 D-2 D-9 
7 A-3 B-3 C-3 D-3 D-10 
4 A-4 B4 C44 D-4 D-ll 
5 A-5 B-5 C-5 D-5 D-12 
6 A-6 B-6 C-6 D-6 D-13 
7 B-7 D-7 D-l4 

D-15 

D-16 

TOOLS OF THE OFFICE 


Information on products listed in the Tools of the Office 
section may be requested by writing in names of manu- 
turers. 


Manufacturer Page No. 


Company 
Address 
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ADVERTISERS’ INDEX 


Acco Products Div. of Natser Corp... 80 H-O-N Co., The....... 77 
Agency—La Porte & Austin, Inc. Agency—Clem T. Hanson Cv. 
Acme Visible Records, Inc............... 81 
Agency —E. H. Brown Adv, Agency 
: Invincible Metal Furniture Co i. SS 
Advance Floor Machine Co.......... 79 Agency—Klau-VanPietersom-Dunlap, Inc. 
Agency—Vance Pidgeon & Assoc., Inc 
Advertising Council, Inc., The.... . 16 
72 
Aigner Co., G. J 19, 20 Lassco Products, Inc ..._ 
Agency—Arthur R. McDonald, Inc. Agency—Wilkinson Advertising —— 
American Automatic Typewriter Co 63 Linen Supply Association of America & 
Agency—Frank C. Nahser, Inc. ational Cotton Council... ..... 62 = 
Agency—George H. Hariman Co ——— 
American Telephone & Telegraph Co 3 = 
& Agency—N. W. Ayer & Son, Inc. — = 
Avery Adhesive Label Corp ; 73 Macey-Fowler, Inc. . ‘ 4 a 
Agency—Martin R. Klien Co., Inc. Agency—Givaudan Adv., Tne - = 
4 
Marchant Calculators, Inc : eS 
Baltimore Business Forms Co.. eu 60 Agency—Foote, Cone & Belding a 
Agency—Vansant, Dugdale & Co., Inc. McGraw Edison Co., poemonoeened ~ sc /E7 ze 
TERT T OTT OP ET eee over = 
Beach Publishing Co......... 82 a o. | 
Agency—Francis Adv. Agency M — hsacoumeragm — = 
Brownville Paper Co........... 87 eGraw-Hilll Book Co., inc ; Switch to 
Agency—Flack Adv., Agy., Inc. Fm Research Cop "Chia 
Burgess-Manning Co., Architectural Prods. gency—Vincent J. Mielcarek Adv. 
iv ‘ me Mining & Mfg. Co., Thermo- ; 
Agency ~Merchandising | Advertisers, he = —t—<“ité‘“ Pee ee . 
yee rwin Wasey, Ruthrau. fe > Ry in, Inc S— 
Burroughs Cor 49 —3 
Agency—Camp! mell. Ewald Co Monroe Calculating Machine Co 55 -—4 
Agency—L. H. Hartman Co., Inc. —=- 
Mosler Safe Co., The...... 7 59 ——=4 
Celotex Corp., The. ....... yer 9 “ahi , j ND a 
dante -tetedand, Astourd & Ce. Agency—Cunningham & Walsh, Inc. SECO —4 
——— ————— 
Changepoint, Inc 77 SHEETS — = 
Agency-—-Gibbons Adv. Agcy. , Ine. National Cash Register Co., The. . 26, 57 d 
Codo Mfg. Co 85 Agency—McCann-Erickson, Inc. li ghtweight secon 
4 Charles E. Yost Adv. 9 This amazing © at (==3 
gency—Charles ost Adv, Nekoosa-Edwards Paper Co 24 livers 13 clear copies 
Columbia Ribbon & Carbon Mfg. Co., Inc 13 Agency—The Cramer-Krasselt Co. sheet deliv Strong too. = S 
Agency —E. M. Freystadt Associates, Inc. just one typing! 4 longer. ——4 
te) 
etter an = 
Office Management...... . 6, 14, 21, 83 Stands uP ’ Lies perfectly 
Dearborn Glass Co 70 Oxford Fili H ndies easier. 1e' —s 
Agency—-Holtsman-Kain Adv. xford Filing Supply Co., Inc 8 a crease. Erases -=as 
Agency—Kelly Nason Inc. flat...no curl; no — 
Dewberry Engraving Co.. 82 : her, cleaner, quicker. Thin a 
', eas 
Diebold, Inc., Flofilm Div. .... 61 — for fast filing = 
Agency —Ritter, Sa nford & Price, Inc. ee wlay = yo ae agp See 69 and compact for easier = 
4 j—s Math le O., g —— 
Dri-Stat Div., Peerless Phete enna eee ee Seven different colors rel = 
Os cawaceaWenr ew esscece 69 Peerless Steel Equipment Co. 64 Next time you orde 
Agency—John Mather Lu pion Co., Inc. Agency—Norman A. Strang Adv. channeling. Sea Foam 
DuPont de Nemours & Co., E. I., Film Phetestet Corp.............. 79 second sheets, SOY tter of- = 
OS ee ee 18 Agency—The Rumrill Co., Inc. ecified first by be =. 
Agency—Batten, Barton, Durstine & Osborn, Inc. . SP = 
om: Pitney-Bowes, Inc.......... cs aaa . cross the country. = 
==" a 3 Agency--L. E. McGivena & Co., Inc. fices a | 3 
= les. = 
Eastman Kodak Co., Business Photo write Dept. 0-8 for free samp = 
Methods Div., Verifax........... 65 R os . : 
Agency—J. Walter Thompson Co. ecordak Corp., Subsidiary of Eastman . 
PN a sn teni al cebu dra aba k Ox 6, 6y orareans 15 u 
Eastman Kodak Co., Recordak Corp... 15 Agency—J. Walter Thompson Co. ees 
Agmey—J. Walter Thompson Co. Roberts Rubber Co., Weldon 73, 84 ~— - z 
Edison Voicewriter Div., Thomas A. Edison Agency—La Porte & Austin, Inc. ———S—— Zz 
Industries .. 2nd Cover % _—__——# 
= 2 : * Royal McBee Corp a sc.< ee _—— 
EB Agency—J. Walter T hompson C y prectecce ah f Pe katt” Fas ———-z2 
Eureka Specialty Printing Co. . 71 6 — ae 
Agency——Kretschmer & Dinner, Inc. Z 
—_— 
=——————— 
A nn ccs whe pw ekibans 78 z = 
Agency—Roland G. E. Ull rg. Inc. ——— 
Faber-Casctell Pencil Co., Inc., A. W 76 a statin Pnas Gre... Eee ~~ 
Agency—J. M. Kesslinger & Assoc. DI oa cc cat cso ceen sy ce xspae 81 ——————————— 
Force & Co., Inc., Wm. A oe ooo. Wabier Fiompion C. —S—— 
Agency—Philip I. Ross Co Smith, Inc., Charles C...... 72 ——— 
Agency—Ayres, Swanson © Assoc., Inc. 
Friden, Inc...... i 51 
Agency J. Walter Thompson Co. Smith-Corona, Inc.......... re 22 
Agency—Cunningham & W ‘alsh, Inc. | 
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editorial 
e e e* ? ’ 
Building going up! 


IT would seem from the trends revealed by our recent survey of our reader- 
ship, reported on page 27 of this issue, that the entrepreneurs responsible for 
the great office building boom across the country have been right to go full 
steam ahead with jackhammer and riveting machine even while the rest of 
the economy drew in its horns and bided its time until the recession seemed 
ready to go away. Two completely separated questions in the survey give 
mutually supporting evidence for the belief that new office space will be in 
demand for a long time to come. To one question, more than twenty per 
cent of those surveyed said their companies’ office space would be expanded 
—in some cases more than 100 percent—during 1958. To another question, 
in another section altogether, the overwhelming majority of respondents 
replied that they foresaw no appreciable drop in the need for clerical workers 
at any time in the future. 

It is the belief then, of those best qualified to know, those closest to the 

office scene, that the office will be an expanding force, both in terms of 
personnel and the space to house them, for a long time to come. 
; This confirms a belief this magazine has long held: that the whole trend 
ae of our times is relative deemphasis on the production line as such, and 
ye constantly increasing emphasis on the other working segments cf the com- 
pany—among which the office is predominant. 

So—it’s building going up!—for the office, and those who work in it 
and for it. 


OFFICE MANAGEMENT 
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Super-Filer, with its exclusive swing front,,- 

not only speeds feet finding ahd filings but. also: 
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GF offers—in one comprehensive package— 
everything needed to make oflices more 
eflicient, more pleasant . . . complete space and 
work flow planning .. . a complete line of 
job-selected business furniture . . . complete 


design and decorator services. 


To learn all about GF furniture and services, call 
° 
your local GF branch office or dealer. 
The General Fireproofing Compan 
| e pany, 


Dept. O-16, Youngstown 1, Ohio. 
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-- Teletype booklet 
... details new 28 ASR 


information on: This 16-page booklet describes the new Teletype Model 28 Automatic 
Automatic communications Send-Receive Set. 

New transmission speed The Model 28 ASR is a “‘ packaged”’ set—a single, compact console with 
Tape punching a complete array of facilities—to serve as a center for your communica- 
Tape reading tion, data processing, paperwork simplification and automation systems. 
Senpnereentapes Operates at 100 WPM. 


Printing on tape * 
Printing on forms Please write for your 


Data processing free booklet on com- 

Data transmission pany letterhead. 

Data storage Address: Teletype T 
Aids to IDP Corporation, Dept. 


ee opel ical lag” 31 H, 4100 Fullerton 
ucing ri : 
Etc. Avenue, Chicago 39, 


Illinois. F fern Electric C mpany 
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